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EmpowHR Setup Tables (HD)

EmpowHR is a relational database. A relational database is a series of tables linked by key
fields. The advantage of a relational database is that data is entered into a table once and it
will automatically populate related fields. This saves time and decreases the potential for
errors made during data entry.

) m
Tables are the foundation of the database. Each table is composed of columns and rows like a _g
spreadsheet. The columns in each table are the records and contain the entries that make up 2
i I

each field. T
-

Column (Field) _g

g

EmplID Name Street City State o

100 Mouse, Anna 897 Calvary  Arlington VT ’g

101 Chevy,Car  325CarDr.  Rockville MC =

Each table has a unique name and is linked by key fields to create the relational database.
Foundation tables are updated by the system administrator whenever actions are processed or
records are changed/created in the database.

Note: ePerformance Setup Tables are located in the ePerformance Section. For more
information, refer to Title 1, Chapter 17, Section 16, ePerformance.
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This section contains the following tables:
Accounting Station Codes

Agency USF
Automatic Action Msgs

Award Actions

Bank Table

Bargaining Unit Table USF
Charities Table

City Table

County Table
Departments USF

Event Change Table
FEHB Plans

EFEHB Vendors

Geographic Location

Legal Authorit
Nature of Action Table

ENOA/Legal Authority 1
NFC Master Field Table
Official Position Titles USF
Org Structure Level 2

Org Structure Level 3

Org Structure Level 4

EOrg Structure Level 5

EOrg Structure Level 6

Org Structure Level 7

Org Structure Level 8

Personnel Action Rgst Rmks

Personnel Office ID
Salary Grades USF
Salary Limits
Salary Plan
Sub-Agency

Tree Manager
Unions USF

Union Dues Table

Accounting Station Codes

To enter an Accounting Station Code:

1. Select the EmpowHR Setup Tables (HD) menu group.
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2. Select the Accounting Station Codes component. The Find An Existing Value
tab - Award Accounting Station Codes page(Figure 1) is displayed.

Award Accounting Station Codes
Enter any infarmation you have and click Search. Leave fields hlank far a list of all values.

[ Find an Existing Value " Add a New Value |

Search by: |Sub-Agency
" Include History [~ Correct History

Search | Advanced Search

Find an Existing Yalue | Add a Mew Walue

| begins with|

Figure 1. Find An Existing Value tab - Award Accounting Station Codes page

3. Complete the fields as follows:

Search By

Begins With

Include History

Correct History
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Select data from the drop-down list. The valid values are
Accounting Station Code, City, State, and Sub
Agency.

Enter the data that corresponds to the Search By value.

Check this box to include history.

Check this box to correct history.

4. Click Search. The Actng Stn Codes tab page(Figure 3) is displayed.

OR

Click the Add A New Value tab. The Add A New Value tab - Award Accounting
Station Codes page(Figure 2) is displayed.

Award Accounting Station Codes

J Find an Existing Value Y Add a New Yalue

Sub-Agency:

Add

Accounting Station Code: I

Find an Existing Value | Add a Mew Walue

Figure 2. Add A New Value tab - Award Accounting Station Codes page

5. Complete the fields as follows:
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Enter the sub-agency to be added (2 position agency) or
select data by clicking the search icon.

Accounting Station Code Enter the accounting station code for the sub-agency.

6. Click Add. The Actng Stn Codes tab page(Figure 3) is displayed.

{ Actng Stn Codes

Actg Sttn Cd: 1101

Scroll Area

Effective Date: | [

Sub-Agency: IQD aQ

Find | view sl First [ 4o 1 [H Last

Status: I j‘ =

“Address 1: |

Address 2:

|
Address 3: |
“city: I
*State: I—

Postal Code: l—

B 2dd I Update.fDiSplayl A Include History | [EF Correct History |

Figure 3. Actng Stn Codes tab - Award Accounting Station Codes page

7. Complete the fields as follows:

Actg Stn Cd

Effective Date

Status

Sub-Agency

*Address 1

Address 2

This field is populated from the search/add criteria
entered.

Enter the effective date or select a date from the calendar
icon. This is the date on which a table row becomes
effective; the date that an action begins. This date also
determines when the user can view/change the informa-
tion.

This field is populated based on the status of the transac-
tion. The The valid values are Active, Freeze, and
Inactive.

Enter the applicable 2 position sub-agency (agency code)
or select data by clicking the search icon.

Enter the first line of the accounting station address.

Enter the second line of the accounting station address if
applicable.
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Address 3 Enter the third line of the accounting station address if
applicable.

*City Enter the city of the accounting station

*State Enter the state of the accounting station.

Postal Code Enter the zip code of the accounting station.

8. Click Save to save the document. At this point, the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an accounting station code.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for an accounting station code.

Agency USF

The Agency USF menu can also be found by selecting the Setup HRMS menu group,
Foundation Tables menu, Organization Agency USF component.

To enter an Agency USF:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Agency USF component. The Find An Existing Value tab - Agency USF
page(Figure 4) is displayed.

Afency USF

Enter any information you have and click Search. Leave fields blank for a list of all values.

; Find an Existing Value {_Add a MewValue

Search by: IDescriptiDn vlbegins withl

I Include History [ Correct History [ Case Sensitive

Search | Advanced Search

Find an Existing Walue | Add a Mew Walue

Figure 4. Find An Existing Value tab - Agency USF page

3. Complete the fields as follows:
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Search By

Begins With

Include History

Correct History

Case Sensitive

OR
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Select data from the drop-down list. The valid values are
Agency and Description.

Enter the data that corresponds to the Search By value.

Check this box to include history.

Check this box to correct history.

Check this box if the information is case sensitive.

Click Search. The Agency Location tab - Agency USF page(Figure 6) is displayed.

Click the Add A New Value tab. The Add A New Value tab - Agency USF
page (Figure 5) is displayed.

Agency USF

/_Eind an Existing ¥alue " Add a New Walue "

Agency: ||

Add

Find an Existing walue | Add a Mew Walue

Figure 5. Agency USF Add A New Value tab

5. Complete the field as follows:

Agency

Enter the agency to be added.

6. Click Add. The Agency Location tab - Agency USF page(Figure 6) is displayed.
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}"\ gency Location | Default Seftings ¥ Phones | Rules Definition '} Payroll Interface Information | [¥)

Find First [4] 1 or 1 [ Last

“Effective Date:  |04/09/2008 ] »status: | Active -1 @0 ToRo =l

*Description: I

Short Descr: I

Location Seup: | xQ
Location: | <
“Defautt seup: |30 xQ

Legal Entity: | Q

Countryz [Usa] @ United States
Address: Edit Address

Email Addresses Customize | Find | View 21l | 55 First [ 1 o 1 (2] Last
*Address Type ‘Email Address

1 = ==

Figure 6. Agency Location tab - Agency USF page
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7. Complete the fields as follows:

Company This field is populated based on the search/add criteria
entered.
*Effective Date The effective date defaults to the current date. This is the

date on which a table row becomes effective; the date
that an action begins. This date also determines when
you can view and/or change the information.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze, and Inac-
tive.

*Description Enter the description of the agency location.

Short Description Enter the short description of the agency location.

Location SetlD Enter the agency location SetID or select data by clicking

the search icon.

*Default SetlD Enter the default 2 position SetID (agency code) or select
data by clicking the search icon.

Location Enter the agency location or select data by clicking the
search icon.

Legal Entity Enter the applicable information.



Country

*Address Type

*Email Address
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This field defaults to usa. To change, select data by
clicking the search icon.

Enter the address type or select data from the drop-down
list. The valid values are Admin, HR, Legal, and Main.

Enter the email address for the agency location. Addi-
tional Address Types can be entered by clicking the +. To
delete an address type click the —.

8. Click the Edit Address link. The Edit Address page(Figure 7) is displayed.

idit Address

Change Count

State: S Pos‘tal:l

Country: United States
Address 1: I
Address 2: |
Address 3: |
City: I
County: I
QK I Cancel I

Figure 7. Edit Address page

9. Complete the fields as follows:

Country

Address 1

Address 2

Address 3

City

State

Postal Code

County

This field is populated.

Enter the first line of the address.

Enter the second line of the address if applicable.

Enter the third line of the address if applicable.

Enter the city.

Enter the state or select data by clicking the search icon.

Enter the zip code.

Enter the county.
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10. Click OK. The information edited is saved. The Agency Location tab - Agency USF
page(Figure 6) is displayed.
OR
Click Cancel. The original information is shown. The Agency Location tab - Agency
USF page(Figure 6) is displayed.
OR
Click the Change Country link. The Look Up Country page(Figure 8) is displayed.

Look Up Country
Search by: ICountry vI hegins withl

Loak Up I Cancel IAdvanced Logkup

Search Results
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Wiew All 1-100 of 220 [p] Last
Countiry Description

AR Aruba

AFG Afghanistan

AGD Angola

Alb Anguilla

ALB Albania

ARD Andorra

ART Metherlands Antilles

ARE United Arab Emirates
ARG Argentina

ARM Armenia

ASM Ametican Samoa

ATA Antarctica

ATE French Southern Territories
ATG Antigua and Barbuda

ALS Australia

AUT Austria

AFE Azerbaijan

o
=

Burundi

Figure 8. Look Up Country page

11. Complete the fields as follows:

Search By This field defaults to country. To change the search by
criteria, select data from the drop-down list. The valid
values are Country and Description.

Begins With Enter the data that corresponds to the Search By value.

12. Click Look Up. The search results are displayed.

13. Select the applicable country. The Edit Address page(Figure 7) is displayed.
OR
Click Cancel. The original information is shown. The Edit Address page(Figure 7) is
displayed.
14. Click OK. The Agency Location tab - Agency USF page(Figure 6) is displayed.

15. Click the Default Settings tab. The Default Settings tab - Agency USF page(Figure 9)
is displayed.
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 Agency Location | Default Settings Y Phones | Rules Definition | Payroll Interface Information ', [}

Compamy 90

Default Settings Find First [4] 1 of 1 ] Last
Effective Date: 04/09/2008 Status:  Active ml
Description:
Regulatory Region: I Q
[

B save | Motify I Previous tab | (=5 Mext tab B Al I A UpdateDisplay | ] Include History | 5 Correct History

Adgeney Location | Default Seftings | Phones | Rules Definition | Payroll Intetface Information | Payroll Office Address | ECS Address

Figure 9. Defaults Setting tab - Agency USF page

16. Complete the fields as follows:

Company This field is populated based on the search/add criteria
entered.
Effective Date This field is populated based on the data entered on the

Agency Location tab.

Status This field is populated based on the data selected on the
Agency Location tab.

Regulatory Region Enter the applicable information or select data by click-
ing the search icon.

17. Click the < Payroll For North America arrow. The Expanded Default Settings
page(Figure 10) is displayed.

Compamy: AG
Default Settings no First 4] 1 or 1 ] Last
Effective Date: 010101980 Status:  Active ml
Description: Department of Agriculture
Regulatory Region: Q
=
Pay Group: a,
Default Earnings Program: Q
‘Lines on Paysheet: 14 Activity Days for Terminations: | 30

Federal Tax Deduction Priority: | 100
State Tax Deduction Priority: 110

I Single Check for Multiple Jobs

I~ Pay Taxes through AP General Ledger Accaunts
General Ledder Accounts Tins Processing Tax Details
[E save | L\ Return to Search | [=] hotify | Previous tab | =5 Mext tak | [Erade | Updste/Display | | 4 Include History | - [2# Correct Histary

Adency Location | Default Settings | Ehones | Rules Definition | Payroll Interface Information | Payroll Office Address | ECS Address

Figure 10. Expanded Default Settings page

10
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18. Complete the fields as follows:

Pay Group Enter the applicable information or select data by click-
ing the search icon.

Default Earnings Enter the applicable information or select data by click-
Program ing the search icon.
*Lines On Paysheet Enter the 3 position number of lines on a paysheet.

Activity Days For
Termination Enter the number of days.

Federal Tax Deduction » ]
Priority Enter the 3 position federal tax deduction.
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State Tax Deduction . .
Priority Enter the 3 position state tax deduction.

Single Check For Muliple
Jobs Check this box if applicable.

Pay Taxes Through AP Check this box if applicable.

19. Click the General Ledger Accounts link. The General Ledger Liability Accts
page(Figure 11) is displayed.

Seneral Ledger Liabkility Accts

Net Pay: I

R g

Direct Deposits: I

I pistribute Expense

[o] oo I Zancel I

Figure 11. General Ledger Liability Accts page

20. Complete the fields as follows:

Net Pay

Enter the net pay or select data by clicking the search
icon.

11
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Direct Deposits Enter the direct deposits or select data by clicking the
search icon.

Distribute Expenses Check this box if applicable.

21. Click OK. The information edited is saved. The Expanded Default Settings
page(Figure 10) is displayed.
OR
Click Cancel. The original information is displayed. The Expanded Default Settings
page(Figure 10) is displayed.

22. Click the General Ledger Accounts link. The General Ledger Liability Accts
page(Figure 12) is displayed.

lﬁ-a@eneral Ledger Liability Accts

Het Pay: I

Direct Deposits: I

FuvT:

EIC Adwvances:

FICA OASDI:

PLPLLANL P

FICA MediCare:

FICA OASDI: |

FICA MediCare: I

hp g

FUT: I

I Distribute Expense
(o] I Cancel I

Figure 12. General Ledger Liability Accts page

23. Complete the fields as follows:

Net Pay Enter the net pay or select data by clicking the search
icon.
Direct Deposits Enter the direct deposits or select data by clicking the

search icon.

Employee Liabilities/FWT Enter the employee liabilities/FWT or select data by
clicking the search icon.

Employee Liabilities/EIC  Enter the employee liabilities/earned income credit
Advances advances or select data by clicking the search icon.

12
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Employee
Liabilities/FICA OASDI

Employee
Liabilities/FICA MediCare

Employer Liabilities/FICA
OASDI

Employer Liabilities/FICA
MediCare

Employer
Liabilities/FUT(Federal
Unemployment Tax)

Distribute Expense

Enter the employee liabilities/FICA OASDI tax or select
data by clicking the search icon.

Enter the employee liabilities/FICA Medicare or select
data by clicking the search icon.

Enter the employee liabilities/FICA OASDI tax or select
data by clicking the search icon.

Enter the employee liabilities/FICA Medicare or select
data by clicking the search icon.

Enter the employee liabilities/FUT tax or select data by
clicking the search icon.

Check this box if applicable.

24. Click OK. The information edited is saved. The Expanded Default Settings
page(Figure 10) is displayed.

OR

Click Cancel. The original information is shown. The Expanded Default Settings
page(Figure 10) is displayed.

25. Click the Tips Processing link. The Tips Processing page(Figure 13) is displayed.

#ips Processing

I Tips Processing

*Tip Establishment Field: | Job Location =l
Minirmum Tips Percent: I g.00000
*Tips Allocation Method: | Gross Receipts 3
Tips Allocation Earnings Code: I— A

[ Delay Withholding of Taxes [+ Adjust to Minimum Wage

Min Wage Adjustment Earns Code: | (&}

Tip Credit Earnings Code:

ok | cance |

[ Ta

Figure 13. Tips Processing page

26. Complete the fields as follows:

Tips Processing

Check this box if applicable.
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27.

*Tip Establishment Field
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This field defaults to Job Location. To change the
default, select data from the drop-down list. The valid
values are as follows:

Tip Establishment Valid Values

Job Business Unit

Job Company

Job Dept ID

Job Location

Pay Earnings Bus Unit

Pay Earnings Company

Pay Earnings Dept ID

Minimum Tips Percent

*Tips Allocation Method

Tips Allocation Earnings
Code

Delay Withholding Of
Taxes

Adjust To Minimum
Wage

Min Wage Adjustment
Earns Code

Tip Credit Earnings Code

This field defaults to 8.0000. Change the data if applica-
ble.

This field defaults to Gross Receipts. To change the
default, select data from the drop-down list. The valid
values are Good Faith (Custom), Hours Worked, and
Gross Receipts.

Select data by clicking the search icon.

Check this box if applicable.

This field is checked. Uncheck this box if applicable.

Enter the applicable information or select data be click-
ing the search icon.

Select data by clicking the search icon.

Click OK. The information edited is saved. The Expanded Default Settings
page(Figure 10) is displayed.

OR

Click Cancel. The original information is shown. The Expanded Default Settings
page(Figure 10) is displayed.

28. Click the Tax Details link. The Tax Details page(Figure 14) is displayed.
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Tax Details

"y 2 or Territories
Common Paymaster ID: I

" w 2PR
Other Comrmon ID: I 7 1099R
= Non-Ermmployees
" Mone
m
' Subject * Subject _g
= Exempt " Exempt g
i~ Medicare onhy " pedicare onhy I
o)
I FUT Exempt $
f:‘ = -
Subject [T SUT Exempt £
T Exempt B
o
2 I Cancel I %
»
=
I
O
=

Figure 14. Tax Details page

29. Complete the fields as follows:

Common Paymaster ID  Enter the applicable information.

Other Common ID Enter the applicable information.

FICA
Status-Employer/Subject This box is checked. Uncheck this box if applicable.

FICA
Status-Employer/Exempt Check this box if applicable.

FICA Status-Employer/ )
Medicare Only Check this box if applicable.

SDI Status-Employee/ . . .
Subject This box is checked. Uncheck this box if applicable.

SDI Status-Employee/

Exempt Check this box if applicable.
Tax Report Type/W-2 Or ) ) .
Territories This box is checked. Uncheck this box if applicable.

Tax Report Type/W-2PR  Check this box if applicable.

15
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Tax Report Type/1099R  Check this box if applicable.

Tax Report
Type/Non-Employees Check this box if applicable.

Tax Report Type/None Check this box if applicable.

FICA
Status-Employee/Subject This box is checked. Uncheck this box if applicable.

FICA Status-Employee/
Exempt Check this box if applicable.

FICA Status-Employee/
Medicare Only Check this box if applicable.

FUT Exempt (Federal
Unemployment Tax) Check this box if applicable.

SUT Exempt (State
Unemployment Tax) Check this box if applicable.

30. Click OK. The information is saved. The Expanded Default Settings page (Figure 10)
is displayed.
OR

Click Cancel. The original information is shown. The Expanded Default Settings
page (Figure 10) is displayed.

31. Click the Phones tab. The Phones tab - Agency USF page(Figure 15) is displayed.

4 Agency Location | Default Seftings | Phones 1| Rules Definition | Pavroll Interface Infarmation | [1)

Company: el
Phones i Processing Controls First [4] 1af 1 [ Last
Effective Date: 04/08/2008  Status:  Active GoTo Ruwl
Description:
Industry: Core hd [¥ Override Operator Industry
Industry Sector: Core :['
Phone Information Custamize | Find | view All| 8 First [ 101 1 0] Last
Phone Type Ielenhone %“
i =l ==
Bl save | [=] notity | Previous tabl (=% Mest tak | S mod | FUpdateDisplay | Include History | B Correct History

Agency Location | Default Settings | Phones | Rules Definition | Payrall Interface Information | Payrall Office Address | ECS Address

Figure 15. Phones tab - Agency USF page

16
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32. Complete the fields as follows:

Industry

This field defaults to core. To change, select data from
the drop-down list. The valid values are listed below.

Industry Valid Values

Core

Education

Fin Sus

Government

Health Cre

Retail

Transport

Utilities

Industry Sector

This field defaults to core. To change, select data from
the drop-down list. The valid values are listed below.

Industry Sector Valid Values

Core Public Sct

Core

US Federal

Phone Type

Enter the applicable information or select data from the
drop-down list. The valid values are listed below.

Phone Type Valid Values

Business

Campus

Dormitory

Fax

Flexiplace Phone

Home

Mobile

Other

Pager 1

Pager 2

Telex

Telephone

Country Code

Enter the applicable telephone number.

Enter the applicable country code.

33. Click the Rules Definition tab. The Rules Definition tab - Agency USF
page(Figure 16) is displayed.
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# Agency Location | Default Seftings | Phones | Rules Definition | FPayroll Interface Information ' [¥)

Agency: an

Decimal Precision for Full-Time Equivalency Find | igw: &) First 4 4 o 1 ) Last
*Effective Date: 04/09/2008 [ “Status: Active -] G0 TaRo =
FTE Decimal Precision: I_D

& save | [=] Matity | Previous tab | 5 Mext tab Esadd |l UpdateDisplay | & Include History | B# Correct Histary

Adency Location | Default Settings | Phones | Rules Definition | Payrall Interface Information | Payroll Ofice Address | ECS Address

Figure 16. Rules Definition tab

34. Complete the fields as follows:

Agency This field is populated.

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and change the information. Enter the
applicable effective date of the entry or select a date from
the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze, and Inacti-
ve .

FTE Decimal Precision  Enter the applicable information.

35. Click the Payroll Interface Information tab. The Payroll Interface Information tab -
Agency USF page(Figure 17) is displayed.

18
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[ Agency Location ' Default Settings

Ehones Y Rules Definition |~ Payroll Interface Information '\ [

Compamy: a0
Paytoll Office ContactAD Information

First 1 or 1 [H Last

Description:

Effective Date:  04/09/2008

Description: |

Contact Person: I

Conmtact Title: I

Contact Type: I

Contact Phone:
Agency ID:
Agency Check ID:
Agency TSP ID:
Agency TSP
Account:
Youcher Year:

™ FTS Indicator

FRB Company ID No:
FRB Location ID No:

FRB Acct No:
FRB Branch No:
FRB Dist Desig:

Figure 17. Payroll Interface tab - Agency USF

36. Complete the fields as follows:

Company

Effective Date

Description

Contact Person

Contact Title

Contact Type

Contact Phone

FTS Indicator

Agency ID

FRB Company ID No

Agency Check ID

This field is populated based on the agency selected in
the search criteria.

This field is populated.

Enter the applicable information.

Enter the contact person for the payroll interface.

Enter the title of the contact person for the payroll inter-
face.

Enter the type of contact for the payroll interface.

Enter the contact’s phone number.

Check this box if FTS is applicable.

Enter the Agency ID.

Enter the applicable information.

Enter the applicable information.
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FRB Location ID No Enter the applicable information.
Agency TSP ID Enter the applicable information.
FRB Acct No Enter the applicable information.
Agency TSP Account Enter the applicable information.
FRB Branch No Enter the applicable information.
Voucher Year Enter the applicable information.
FRB Dist Desig Enter the applicable information.

37. Click the Payroll Office Address tab. The Payroll Office Address tab - Agency USF
page(Figure 18) is displayed.

[% / Rules Definiion_} Payrall Interface Information 'y Payroll Office Address i ECS Address |

Company: a0

Payroll Office Address

Description:

Effective Date:  04/08/2008 Status: Active

Agency Location Code:

Address 1: |
Address 2: |
I
I

Address 3:

Address &

City: I
County: [
State: | Q Zip: |
Country: IUSA Q
& save | [=] Motify | Prevluus(abl (=% Mext tab | E{-Addl FUpdateDisplay | &l Include History | [ Correct History

Agency Location | Default Seftings | Phones | Rules Definition | Payroll Interface Information | Payroll Office Address | ECS Address

Figure 18. Payroll Office Address tab

38. Complete the fields as follows:
Company This field is populated based on the agency selected in
the search criteria.

Effective Date This field is populated.

Status This field is populated.
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Agency Location Code

*Address 1 Enter the first line of the payroll office address.
Address 2 Enter the second line of the payroll office address if
applicable.
m
3
3
Address 3 Enter the third line of the payroll office address if appli- :5:
cable. o
7
@
£
Address 4 Enter the fourth line of the payroll office address if appli- y
cable. &
(7]
-
=
City Enter the city of the payroll office.
State Enter the state of the payroll office or select data by
clicking the search icon.
Zip Enter the zip code of the payroll office.
Country Enter the country or select data by clicking the search

Enter the location of the payroll office.

icon.

39. Click the ECS Address tab. The ECS Address tab - Agency USF page (Figure 19) is

displayed.

1l | Rules Definition_§ Payroll Interface Information | Payroll Office Address | ECS Address

Company: a0
ECS Address

Description:

Effective Date:  namazong SO acivs
Name:

First [ 1 or 4 [ Last

Agency Name: |
Address 1: I
Address 2: |
City:
State: Q
Zip Code:
Country: W @ United States
Phone:
B save | =] Matity | Previous tﬁbl Mesxd tab | Esadd | UpdateDisplay | & Include History | 5 Correct History

Agency Location | Default Settings | Phones | Rules Definition | Pavyroll Interface Information | Payroll Office Address | ECS Address

Figure 19. ECS Address tab - Agency USF page
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40. Complete the fields as follows:

Company

Effective Date

Status

Agency Name

Address 1

Address 2

City

State

Zip Code

Country

Phone

This field is populated based on the agency selected in
the search criteria.

This field is populated.

This field is populated.

Enter the applicable information.

Enter the first line of the address.

Enter the second line of the address if applicable.

Enter the city.

Enter the state or select data by clicking the search icon.

Enter the zip code.

This field defaults to usa. To change, select data by
clicking the search icon.

Enter the phone number.

41. Click Save to save the document. At this point, the following options are available:

Step

Action

Click Notify

To notify the next individual in the workflow.

Click Previous Tab

To view the data on the previous tab.

Click Next Tab

Is only available when there is another tab to select.

Click Add

To add the data.

Click Update/Display

To update the data entered.

Click Include History

To include historical data.

Click Correct History

To correct history.

Automatic Action Msgs

To enter an Automatic Action Msgs:

1. Select the EmpowHR Setup Tables (HD) menu group.
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2. Select the Automatic Action Msgs component. The Automatic Action Messages Table
tab page (Figure 20) is displayed.

(gitornatic Action Message Table
Automatic Action Message Find | Wi All First [ 4 o5 14 O Last
-
Message Code:  |001 =
Message: This employee is due a Probation Termination within 60 days. ;I
m
=
]
= 3

I
o
(7]
@
e
°
o
=2
(1]

= save | [=] Motify | = Add | Update.l'DiSplayI i
T
=)

Figure 20. Automatic Action Message Table tab page

3. Complete the fields as follows:
Message Code Enter the 3 position message code.
Message Enter the descriptive message that corresponds to the

message code.

4. Click Save to save the document. At this point, the following options are available:

Step Action

Click Notify To notify the next individual in the workflow.
Click Add To add any additional data.

Click Update/Display | To clear the display.

Award Actions

To enter an Award Action:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Award Actions component. The Find An Existing Value tab - Award
Actions page (Figure 21) is displayed.
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Award Actions
Enter any information you have and click Search. Leawe fields hlank for a list of all walues.

| Find an Existing Value " Add a Mew Yalue )

Search by: IAgenchvpe vlbeginswith| =]

" Include History |~ Correct History

Search |Advanced Search

Find an Existing “alue | Add a Mew Walue

Figure 21. Find An Existing Value tab - Award Actions page

3. Complete the fields as follows:

Search By Select data from the drop-down list. The valid values are
Action, Agency Type, and Reason Code.

Begins With Select data from the drop-down list. The valid values are:

Begins With Values
County

Federal

Gov Accountability Office
LOC

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Award Action Data tab page (Figure 23) is displayed.
OR

Click the Add A New Value tab. The Add A New Value tab - Award Actions
page (Figure 21) is displayed.

Award Actions

/ Find an Existing Yalug '} Add a New Value '

Agency Type: | LI
Action: I a
Reason Cnde:l a

Add

Find an Existing Walue | Add a Mew Value

Figure 22. Add A New Value tab - Award Actions page
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5. Complete the fields as follows:

Agency Type

Action

Reason Code

6. Click Add. The Award Action Data tab page (Figure 23) is displayed.

Select data from the drop-down list. The valid values are
County, Federal, Gov Accountability Office, and
LOG .

Enter the applicable action or select data by clicking the
search icon.

Enter the applicable reason code or select data by click-
ing the search icon.

{ Award Action Data

Effective Date:

Earnings Code:

GL Pay Type:

Legal Auth {1): [299

Agency Type: Federal
Action: Awvard

Reason Code: Indiv Gash Award - Rating base
[Aveard Action information

*Nature of Action Code: IMNDR CASH AWARD RB

*Award Classification:

m
3
5
]
s
=
X
(72
o
Q
=
o
5
=2
®
®
T
o

Find | Wiew Al First [4] 1 or 1 [¥] Last

¥
Status: I Active vl =

“Tangible / Intangible Benerrt [ Intanaible =]

[Regular Basic Pay ~| ¥ Pay in Separate Paycheck?

Default Award Code: |CU1 1 ™ Paid by Check?

*Effective Date: IU1 /oerz006 [

™ Gross-Up

=]

*Status: I Active vl

*Award Code: ICEI1 1

*Description: ITSA CEl Avward

Auth 1 Descr - Part 1:

Legal Auth {(2): I Auth 2 Descr - Part 1: | Auth 2 Descr - Part 2: I

I Allow Auth Default Override

= Save || LuReturn to Search | Matity |

[Mo Legal Autharity Code Auth 1 Descr - Part 2: |[Required

= el | L

Figure 23. Award Action Data tab page

7. Complete the fields as follows:

Agency Type

Action

Reason Code

Effective Date

This field is populated based on the search/add criteria
entered.

This field is populated based on the search/add criteria
entered.

This field is populated based on the search/add criteria
entered.

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information.
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Status

*Nature Of Action Code

*Award Classificiation

*Tangible/Intangible
Benefit

Earnings Code

Pay In Separate
Paycheck?

Gross-Up

GL Pay Type

Default Award Code

Pay By Check?

*Effective Date

*Status

*Award Code
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This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

Enter the 3 position NOA code or select data by clicking
the search icon.

Enter the award classification or select data from the
drop-down list. The valid values are Award and Bonus.

Enter the applicable information or select data from the
drop-down list. The valid values are Tangibile and
Intangible, and N/A.

Enter the earnings code or select data from the drop-
down list. The values of the drop-down list vary based on
the search criteria entered on the Find and Existing Value
or Add A New Value tab and the NOA selected.

Check this box if applicable.

Check this box if applicable.

The pay type is populated.

Enter the default award code or select data by clicking
the search icon.

Check this box if applicable.

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter the
applicable effective date of the entry or select a date from
the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inacti-
ve .

Enter the applicable award code.
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*Description Enter the narrative description of the award code.
Legal Auth (1) Enter the 3 position legal authority for the NOA.
Auth 1 Descr-Part 1 Enter the description for the legal authority 1.

Auth 1 Descr-Part 2 Enter the description for the legal authority 1 (ex:

Required, Not Required).
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Legal Auth (2) Enter the legal authority for the NOA.
Auth 2 Descr-Part 1 Enter the description for the legal authority 2.
Auth 2Descr-Part 2 Enter the description for the legal authority 2 (ex:

Required, Not Required).

Allow Auth Default
Override Check this box if applicable.

8. Click Save to save the document. At this point, the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an award action code.

Click Update/Display | To clear the display.
Click Include History | To include the data entered into history.

Click Correct History | To correct history for an award action code.

Bank Table

To enter a Bank Table:
1. Select the EmpowHR Setup Tables (HD) on the menu.

2. Select the Bank Table component. The Find An Existing Value tab - Bank Table
page(Figure 24) is displayed.
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‘Bank Table
Enter any information vou have and click Search. Leave fields blank far a list of all values.

/ Find an Existing Value _Add a New Value |

Search by: IElankID ~| begins with |

[~ Include History [ Correct History

Search | Advanced Search

Find an Existing value | Add a Mew Value

Figure 24. Find An Existing Value tab - Bank Table page

3. Complete the fields as follows:

Search By Select data from the drop-down list. The valid values are
Bank Name and Bank ID.

Begins With Enter the data that corresponds with the Bank Name or
Bank ID.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Bank Table page (Figure 26) is displayed.
OR

Click the Add A New Value tab. The Add A New Value tab - Bank Table
page (Figure 25) is displayed.

Bank Tahle

[ Eind an Existing ¥alue { Add a New Value |

Bank ID: I

Add

Find an Existing Yalue | Add a Mew Value

Figure 25. Add A New Value tab - Bank Table

5. Complete the field as follows:

Bank ID Enter the 9 position Bank ID number.
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6. Click Add. The Bank Table page (Figure 25) is displayed. The data that is displayed
on the page is based on the information entered on the Find An Existing Value and the

Add A New Value tab.
[Bank Information Find | Wiew All First (4] 1 or 1 [F Last

Effective Date 04i09/2008 | 5 Effective Date To ez =

“Country Code [USA12 United states

Bank Type j'

*Bank Name [

Short Description Alternative Bank ID n'|

Country [USA1 2 United States 3
T

AddressLine 1 | o

Address Line 2 I i

Address Line 3 | m

Address Linea | (72}

city | af a z

Telephone [ T
5
=2
(1]

B save I wl E‘...Andl LlpdalelDlsplayl ] Include History [EF Correct History 2
I
o
Figure 26. Bank Table page
7. Complete the fields as follows:
Effective Date The effective date defaults to the current date. This is the

date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter the
applicable effective date of the entry or select a date from
the calendar icon.

Effective Date To Enter the applicable effective date of the entry or select a
date from the calendar icon.

*Country Code This field defaults to usa. Change data by clicking the
search icon.

*Bank Type Enter the applicable data or select data from the drop-
down list. The valid values are listed below:

Bank Type Values
Commercial
Community
General

Post Bank
Savings

Bank Name Enter the name of the bank.
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Short Description Enter the short name of the bank.

Country This field defaults to usa. Change data by clicking the
search icon.

Address Line 1 Enter the first line of the address.

Address Line 2 Enter the second line of the address if applicable.
Address Line 3 Enter the third line of the address if applicable.
Address Line 4 Enter the forth line of the address if applicable.

City Enter the city or select data by clicking the search icon.
State Enter the state or select data by clicking the search icon.
Postal Code Enter the zip code.

Telephone Enter the telephone number of the bank.

8. Click Save to save the document. At this point, the following options are available:

Step Action
Click Notify To send information to the next individual in the workflow.
Click Add To add a bank code.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for a bank code.

Bargaining Unit Table USF

To enter a Bargaining Unit:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Bargaining Unit Table USF component. The Find An Existing Value tab -
Bargaining Unit Table page (Figure 27) is displayed.
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Bargaining Unit Table USF
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a MNew Value |

Agency: |begins With;” o}

Bargaining Unit: | begins with |

Description: | begins with = | |
I Include History [ Correct History [T Case Sensitive

Search I Clear IElasic Search Save Search Criteria

Find an Existing “alue | Add a Mew Yalue

Figure 27. Find An Existing Value tab - Bargaining Unit Table USF

3. Complete the fields as follows:

Agency

Bargaining Unit

Description

Include History

Correct History

Case Sensitive
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Select the applicable search criteria from the drop-down
list.

Click the down arrow to choose a search criteria.

Click the down arrow to choose a search criteria.

Check this box to include history.

Check this box to correct history.

Check this box if the information is case sensitive.

4. Click Search. The General Bargaining Unit Data tab - Bargaining Unit Table USF
page (Figure 29) is displayed.

OR

Click Clear to clear the entry on the page. Another entry can be made at this time.

OR

Click the Add A New Value tab. The Add A New Value tab - Bargaining Unit Table
USF page (Figure 28) is displayed.
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Bargaining Unit Table USF

J Eind an Existing Yalue ) Add a New Value '

Agency: I Q
Bargaining Un'rt:l

Add

Find an Existing Yalue | Add a Mew Valua

Figure 28. Bargaining Unit Table USF Add A New Value tab

5. Complete the fields as follows:

Agency Enter the agency for the bargaining unit or select data by
clicking the search icon.

Bargaining Unit Enter the bargaining unit for the agency.

6. Click Add. The General Bargaining Unit Data tab - Bargaining Unit Table USF
page (Figure 29) is displayed. The data that is displayed on the page is based on the
search/add criteria entered.

General Bargaining Unit Data Y Zontact Information Y ContractPartnership Data \

Agency: AG Bargaining Unit: o001
“Effective Date:  |014/10/2008 [ o [active -1 Date Union Recognized: Y =
*Description: | Short Description:

Courntry: usAa QU United States

Address: Edit Address

Phone: Fax Number:

B save | Previous tabI =5 Next tab | Bl At | JE UpdateDisplay | 2] Inciude History | | [3# Correct History

General Bargaining Unit Data | Contact Information | ContractPartnershin Data

Figure 29. General Bargaining Unit Data tab - Bargaining Unit Table USF page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and change the information. Enter the
applicable effective date of the entry or select a date from
the calendar icon.
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*Status

Date Union Recognized

*Description

Short Description

Country

Phone

Fax Number

Enter the status or select data from the drop-down list.
The valid values are Active, Inactive, and Freeze.

Enter the applicable date or select a date from the calen-
dar icon.

Enter the description of the bargaining unit.

Enter the short description of the bargaining unit.

This field defaults to usa. Change data by clicking the
search icon.
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Enter the phone number of the bargaining unit.

Enter the fax number of the bargaining unit.

8. Click Edit Address link. The Edit Address page (Figure 30) is displayed.

tdit Address

Country: United States

Change Cauntry

Address 1:

Address 2:

City:

State: Q

|
|
Address 3: I
|
|

County:
Ok | Cancel |

Figure 30. Edit Address page

Country

Address 1

Address 2

Address 3

City

This field is populated with United States.

Enter or edit the first line of the bargaining unit address

Enter or edit the second line of the bargaining unit
address if applicable.

Enter or edit the third line of the bargaining unit address
if applicable.

Enter the city.
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State Enter the state or select data by clicking the search icon.
Postal Enter the zip code.
County Enter the county.

9. Click OK. The information on the edit address page is saved. The General Bargaining
Unit Data tab - Bargaining Unit Table USF page (Figure 29) is displayed.

OR

Click Cancel. The General Bargaining Unit Data tab - Bargaining Unit Table USF
page (Figure 29) is displayed.

10. Select the Contact Information tab. The Contact Information tab - Bargaining Unit
Table USF page (Figure 31) is displayed.

f IG’eneral Bargaining Unit Data Y Contact Information Y ContractiPartnership Data \
Bargaining Unit: 0001
First [4] 1.0 1 [ Last
Effective Date: 0471002008 Active =l
Contact Information Find | view Al First (44 or 1 (] Last
*Union Contact Number: Primary Phone: I =
*Contact Name: [
“Union Title: [
Fax Number: Alternate Phone: I
& Save I Previous tab | (= Mext tab Ertcd | £ UpdateDisplay | /=] Include History | [ Correct History
General Bargaining Unit Data | Contact Information | ContractParthership Data

Figure 31. Contact Information tab - Bargaining Unit Table USF page

11. Complete the fields as follows:

Bargaining Unit This field is populated based on the search criteria
entered.
Effective Date This field is populated based on the effective date entered

on the General Bargaining Unit Data tab (Figure 29).

Status This field is populated based on the status selected on the
General Bargaining Unit Data tab (Figure 29).

*Union Contact Number  Enter the union contact number.
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Primary Phone

*Contact Name

*Union Title

Fax Number

Alternate Phone

Enter the primary phone number of the bargaining unit.

Enter the contact name of the bargaining unit.

Enter the title of the contact name.

Enter the fax number of the contact name.

Enter the alternate phone number of the contact name.
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12. Click the Contract/Partnership Data tab. The Contract/Partnership Data tab -
Bargaining Unit Table USF page (Figure 32) is displayed.
/_ General Bargaining UnitData_} ContactInformation |}~ ContractiPartnership Data
Effective Date First [4] 4 of 1 [F] Last
Agency: AG Bargaining Unit: 001
Effective Date: 062472008 Status: Active =
Contract Begin Date: I E] Contract End Date: [5
I~ Partnership Council Partnership Council Date: E‘J
I~ Partnership Agreement Partnership Agreement Date: [5
Comment:
[
=
B save Previous tab et tab [Es add UpdataJDisp\ayI Z Include History | [& Correct History
General Bargaining Unit Data | Contact Information | ContractPartnership Data

Figure 32. Contract/Partnership Data tab - Bargaining Unit Table page

13.

Agency

Bargaining Unit

Effective Date

Status

Complete the fields as follows:

This field is populated based on the search criteria
entered.

This field is populated based on the search criteria
entered.

This field is populated based on the effective date entered
on the General Bargaining Unit Data tab (Figure 29).

This field is populated based on the status selected on the
General Bargaining Unit Data tab (Figure 29).
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Contract Begin Date Enter the data the bargaining contract begins or select a
date from the calendar icon.

Contract End Date Enter the data the bargaining contract ends or select a
date from the calendar icon.

Partnership Council Check the box if applicable.

Partnership Council Date [f the Partnership Council box is checked, enter the part-
nership date or select a date from the calendar icon.

Partnership Agreement  Check the box if there is a partnership agreement.

Partnership Agreement  If the Partnership Agreement box is checked, enter the

Date partnership agreement date or select a date from the cal-
endar icon.
Comment Enter the applicable comments.

14. Click Save to save the document. At this point, the following options are available:

Step Action

Click Prevopis Tab To access the previous tab.

Click Notify To notify the next individual in the workflow.
Click Add To add a bargaining unit.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for a bargaining unit.

Charities Table

To enter a Charities Table:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Charities Table component. The Find An Existing Value tab - Charities
Table page (Figure 33) is displayed.
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‘Charities Table
Enter any infarmation wau have and click Search. Leave fields blank far a list of all values.

j Find an Existing Value % Add a Mew Value

Search by: State Code hegins wi1h|
[ Include History [ Correct History

Search |Ad\ranced Search

Find an Existing walue | Add a Mew Value

Figure 33. Find An Existing Value tab - Charities Table page

3. Complete the fields as follows:

State Code Begins With  Enter the state code.
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Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Charities Table tab page (Figure 33) is displayed.
OR

Click the Add A New Value tab. The Add A New Value tab - Charities Table
page (Figure 33) is displayed.

Charities Table
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add & Mew Value

Search by: State Code begins Withl

" Include History [~ Correct History

Search |Advanced Search

Find an Existing Value | Add a Mew Value

Figure 34. Add A New Value tab - Charties Table

5. Complete the fields as follows:

State Code Begins With  Enter the 2-position state code.

Include History Check this box to include history.
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Check this box to correct history.

6. Click Add. The Charities Table tab page (Figure 34) is displayed. The data that is
displayed on the tab is based on the search/add criteria entered.

Charities Table

State Code: a0

NFC City Code 0120

[Charity Information Find | View &1l First (4 107 2 B Last
Effective Date i /3172043 [5] Statys | Inective ¥ H[E=
City Name [BURLINGTON
State Description I\"T
Description [CHITTENDEN COUNTY CFG USDA
B save | SReturnto Search | 12 Frevious in List | 4B Nextin List || =Tty | Eracd | | UpdsteDispiay | | 2] ince History | 5 Correct History |

Figure 35. Charities Table tab

7. Complete the fields as follows:

State Code

NFC City Code

Effective Date

Status

City Name

State Description

Description

This field is populated based on the search/add criteria
entered.

This field is populated based on the state code entered.

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and change the information. Enter the
applicable effective date of the entry or select a date from
the calendar icon.

Enter the status or select data from the drop-down list.
The valid values are Active, Inactive, and Freeze.

Enter the name of the city for the charity.

Enter the state description name for the charity.

Enter the description of the charity.

8. Click Save to save the document. At this point, the following options are available:
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Step

Action

Click Return To
Ssearch

To search for another charity.

Click Notify

To notify the next individual in the workflow.

Click Next In List

To access the next charity entered.

Click Add

To add a charity.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into hsitory.

Click Correct History

To correct history for a charity.

City Table

To enter or modify a City Table:

1. Select the EmpowHR Setup Tables (HD) menu group.
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2. Select the City Table component. The Find An Existing Value tab - City Information
page (Figure 36) is displayed.

City Infermation

Enter any information you have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value "{_Add a New Yalue |

Search by: ICnuntr\y vlhegins with|

Search IAd\fanced Search

Find an Existing Yalue | Add & Mew Walue

Figure 36. Find An Existing Value tab - City Information page

3. Complete the field as follows:

Search By:

Begins With

Enter the applicable information for the search. The valid
values are Country, Location, and Code.

Enter the information that corresponds to the Search By
value.

4. Click Search. The City Information tab page (Figure 38) is displayed.

OR

Click the Add A New Value tab. The Add A New Value tab - City Information
page (Figure 37) is displayed.
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City Information

J_Find an Existing Yalue ) Adda New Value

Country: |p5A Q
State: I
Location Cude:l

Add

Find an Existing Yalue | Add a Mew Value

Figure 37. Add A New Value tab - City Information

5. Complete the fields as follows:

Country This field defaults to usa. Change the data by clicking
the search icon.

State Enter the 2 position numeric state code.

Location Code Enter the numeric location code.

6. Click Add. The City Information tab page (Figure 38) is displayed.

City Information
*Country: IU Sa Ol
*State IL.A
Location Code gag
*Description |Update

Alternate Char Description |

B save I LU Return to Search I Previous in List | +[5] Mext in List | [=] Matify | [EsLdd I UpdateDisplay

Figure 38. City Information tab page

*Country This field defaults to usa. To change the country, search
data by clicking the search icon.
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*State

Location Code

*Description

Alternate Char
Description

7. Click Save to save the document. At this point, the following options are available:

Step

This field defaults to the state entered on the Find An
Existing Value or Add A New Value tabs. Change the
numeric state code if applicable.

This field defaults to the location code entered on the
Find An Existing Value or Add A New Value tabs.
Change the 4-position numeric location code if applica-
ble.

Enter the location description.

Enter the alternate location description.
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Action

Click Return To
Ssearch

To search for another charity.

Click Next In List

To access the next charity entered.

Click Notify

To notify the next individual in the workflow.

Click Add

To add a charity.

County Table

To enter a County Table:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the County Code component. The Find An Existing Value tab - County
Information page (Figure 39) is displayed.

County Information

Entar any information you have and click Search. Leave fields blank for a list of all values.

j/ Find an Existing Value {_ Add a Mew Value

Search by: IState Cade vlheginswithl

Search |Ad\ranced Search

Find an Existing value | Add a Mew Value

Figure 39. Find An Existing Value tab - County Information

3. Complete the fields as follows:
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Enter the applicable search information or select data
from the drop-down list. The valid values are State
Code, and County Code.

Enter the information that corresponds to the Search By
value.

4. Click Search. The County Information page (Figure 41) is displayed.

OR

Click the Add A New Value tab. The Add A New Value tab -County Information
page (Figure 40) is displayed.

County Information

[ Find an Existing ¥alue | Add a New Value

State Code: I—
County Code: l_

Add

Find an Existing Yalue | Add a Mew Value

Figure 40. Add A New Value tab - County Information page

5. Complete the fields as follows:

State Code

County Code

Enter the 2 position state code to be added.

Enter the county code to be added.

6. Click Add. The County Information page (Figure 41) is displayed.
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State Code

*City
*State:

ZIP Code
Begin Date
End Date

B save |

22 County Code

*Address Line 1 |
Address Line 2 |
Address Line 3 |

B Add UpdateDisplay

Figure 41. County Information page

7. Complete the fields as follows:

State Code

County Code

*Address 1

Address 2

Address 3

*City

*State

Zip Code

Begin Date

End Date
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This field is populated based on the search/add criteria
entered.

This field is populated based on the search criteria/add
entered.

Enter the first line of the address.

Enter the second line of the address if applicable.

Enter the third line of the address if applicable.

Enter the city.

Enter the state.

Enter the zip code.

Enter the date the address information becomes valid or
select a date from the calendar icon.

Enter the date the address information is no longer valid
or select a date from the calendar icon.
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8. Click Save to save the document. At this point, the following options are available:

Step Action

Click Add To add city information.

Click Update/Display | To clear the display

Departments USF

The Department USF table is used to set up the organizational structure that is used to access the
proper level of data in EmpowHR. The table is also used for Mass Realignments The Departments
USF table is also used for mass realignements. For this reason, the table is automatically updated
from Table Management (TMGT) Table 005, Org Structure Table from a file that is received from
the agency.

At the time TMGT, Table 005 is updated, NFC produces an excel spreadsheet and is supplied to the
agency for verification of the mass realignement. The agency will send a file to NFC to load the

Personnel Action Request (PAR) actions associated with the reorganization. The agency verifies the
PAR transactions and print the Standard Form 50 (SF50) inside EmpowHR.

The agency will be requested to submit a migration ceritificate to the EmpowHR migrate mailbox
EMPOWHR.MIGRATE @nfc.usda.gov. The agency should make every effort to verify data timely to
meet processing timelines.

The projected processing time for the update to the EmpowHR Department USF Set Up tables is
one pay period. This automated process and timeline is based on the following assumptions:

To enter a Departments USF:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Departments USF component. The Find An Existing Value tab -
Departments USF page (Figure 42) is displayed.

Departments USF
Enter any infarmation yau hawve and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value {_Add a NewValue |

Search by: |Depar‘[ment LI begins with
" Include History [ Correct History

Search |w

Find an Existing Value | Add a New value

Figure 42. Find An Existing Value tab - Departments USF page

3. Complete the fields as follows:
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Search By Enter the applicable search information or select data
from the drop-down list. The valid values are listed
below.

Search By Values

Set ID

Agency

Department

Description

Location Set ID

Organizational Structure Code 2nd level
Organizational Structure Code 3rd level
Organizational Structure Code 4th level
Organizational Structure Code 5th level
Organizational Structure Code 6th level
Organizational Structure Code 7th level
Organizational Structure Code 8th level
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Begins With Enter the data that corresponds to the search by value.
Include History Check this box to include history.
Correct History Check this box to correct history.

4. Click Search. The Departmental Table tab page (Figure 44) is displayed.
OR

Click the Add A New Value tab. The Add A New Value tab - Departments USF
page (Figure 43) is displayed.

Departments USF

[ Find an Existing Yalue ) Add a New Value

SetiD; |oommp aQ
Department: |NEW

Add

Find an Existing Yalue | Add 3 MNew Value

Figure 43. Add A New Value tab - Departments USF

5. Complete the fields as follows:

Set ID This field defaults to comm. Change data by clicking the
search icon.
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7.
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Department This field defaults to New and corresponds to the Add A
New Value option selected.

Click Add. The Department Table tab - Departments USF page (Figure 44) is
displayed.

ll" Department Tabile Carnm. Acclp. and EG

Setil COMMM Departmant: NEW
Elnd u

“Effactive Date: [oerzarz000 i Status: |t A EE
Description: [ short |
Lacation Ser: ,_ a4 peve
Location: &
Ay ,_\
Suli Agency: l_ Q

“Ory Struciura Code Znd Level] L
“Org Structure Code Jrd Lovel| 2L
“Org Strueture Code dth Leved | (L
“Org Structure Code SthLevet | <L
“Org Structure Code 6th Lever | <L
“Org Structure Code 7th Level | <L
“Org Structure Code othLevel | <L,

PARLIne 2 Descriplion [
PARLine 3 Doscriptian [

PAR Line 4 Description [

PAR Lini 4 Doscription [
Mall Stop [
Oifice Symbaol
Tan Location: Q
Morin: Q
Manager Posfion: Q
ErmpillDy:
GL Accti - Payroll Experse: |
Man Comm, Aty
Buicred Yr End Di: ‘Level: |Mone = ecod runction: =]
1 save | =] motity | 6 0| et | Eenga | A Updsteispiny | 2D inciuae Hstory | | (B comect Hastory

Deparrient Table | Cormm, Ao, and EG

Figure 44. Department Table tab - Departments USF page

Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and change the information. Enter the
applicable effective date of the entry or select a date from
the calendar icon.

*Status Select the applicable status. The valid values are Active,
Freeze and Inactive.

Description Enter the narrative description for the agency.
Short Desc Enter the narrative short description for the agency.
Location SetID Enter the pay plan for the agency location SetID or select

data by clicking the search icon.
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Location

Agency

Sub-Agency

*Org Structure Code 2nd
Level

*Org Structure Code 3rd
Level

*Org Structure Code 4th
Level

*Org Structure Code 5th
Level

*Org Structure Code 6th
Level

*Org Structure Code 7th
Level

*Org Structure Code 8th
Level

PAR Line 2 Description

PAR Line 3 Description

PAR Line 4 Description

PAR Line 5 Description

Mail Stop

Enter the location of the department or select data by
clicking the search icon.

Enter the agency or select data by clicking the search
icon.

Enter the agency code for the department or select data
by clicking the search icon.

Enter the 2nd level organization code or select data by
clicking the search icon.

Enter the 3rd level organization code or select data by
clicking the search icon.

Enter the 4th level organization code or select data by
clicking the search icon.

Enter the 5th level organization code or select data by
clicking the search icon.

Enter the 6th level organization code or select data by
clicking the search icon.

Enter the 7th level organization code or select data by
clicking the search icon.

Enter the 8th level organization code or select data by
clicking the search icon.

Enter the applicable narrative for the field.

Enter the applicable narrative for the field.

Enter the applicable narrative for the field.

Enter the applicable narrative for the field.

Enter the applicable mail stop for the department.
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Office Symbol Enter the applicable narrative for the field.

Tax Location Enter the applicable information or select data by click-
ing the search icon.

Mgr ID Enter the applicable information or select data by click-
ing the search icon.

Manager Position Enter the applicable information or select data by click-
ing the search icon.

EmplID This field is populated.

GL Acct#-Payroll

Expense Enter the applicable narrative for the field.
Budget Yr End Date Enter the budget year end date.
*Level This field defaults to None. Change the data if applicable

or select data from the drop-down list. The valid values
are listed below.

Levely Values
None
Department
Job Code
Line Item
Position

EEEO04 Function Enter the applicable information or select data from the
drop-down list.

EEO04 Values
Comm Dvlp
Correctns
Empl Secur
Financ Admin
Fire Prtct
Health
Hosp/Sanat
Housing

Narl Rsrc
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EEO04 Values
Not Countd
Other

Police Prt
Publ Welfare
Sanit/Sewg
Strts/Hwys
Util/Trans

8. Click the Comm. Acctg. and EG tab. The Comm. Acctg. And EG tab - Departments

USF page (Figure 45) is displayed.

Department Tahle | Comm. Acctg. and EG \

SetlD: COMNMMN Department: NEW

[Commitment Accounting and EG ind First E 1 af 1 E Last
Effective Date: 0401 012008 Status:  Active =
*FTE Edit Indicator; | Mo Edit =

I Can Grant Tenure

I™ Use Comm. Accty. /Budgeting  “Budget with Department:  |MEYY
™ Use Encumbrance Processing

I Use Actuals Distribution

B save | [=] Matify I Previoustabl Iext tab | E‘q.AddI Update.iD\splayl 42| Include History | [ Correct History

Figure 45. Comm. Acctg. And EG tab - Departments USF page

Complete the fields as follows:
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SetiD

Department

*Effective Date

*Status

*FTE Edit Indicated

Can Grant Tenure

This field is populated based on the search criteria.

This field is populated based on the search criteria.

This field is populated based on the effective date
selected on the Department Table tab (Figure 44)

This field is populated based on the status selected on the
Department Table tab(Figure 44).

This field defaults to No Edit. Change the data by
selecting data from the drop-down list. The valid values
are No Edit, Error, and Warning.

Check this box if applicable.
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Check this box if applicable.

This field is populated based on the status of the table.

Check this box if applicable.

Use Actuals Distribution  Check this box if applicable.

10. Click Save to save the document. At this point, the following options are available:

Step Action

Click Notify To notify the next individual in the workflow.
Click Previous Tab The previous tab is displayed.

Click Add To add city information.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for city information.

Event Change Table

To enter an Event Change Table:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Event Change Table component. The Find An Existing Value tab - Event
Change Table page (Figure 46) is displayed.

‘Bvent Change Table

Enter any infarmation you have and click Search. Leawve fields blank far a list of all values.

j Find an Existing Value Y

Add a New Yalue

Search by: |Event Code

[ Include History [~ Correct History

Search |Advanced Search

LI begins with

Find an Existing Walue | Add a Mew Walue

Figure 46. Find An Existing Value tab - Event Change Table page

3. Complete the fields as follows:
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Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search By Valid Values
Event Code
Description

Event Change Code

Status As Of Effective Date g
S

s

Begins With Enter the information that corresponds to the Search By =
value. (7]

o

[=

el

—

Include History Check this box to include history. z
]

E

Correct History Check this box to correct history. =

4. Click Search. The Event Change Table page (Figure 48) is displayed.
OR

Click the Add A New Value tab. The Add A New Value tab - Event Change Table
page (Figure 46) is displayed.

Event Change Table

J Find an Existing Value | Add a New Value

Event Code: |_

Event Change Cude:l

Add

Find an Existing Yalue | Add a MNew Yalue

Figure 47. Add A New Value tab - Event Change Table page

5. Complete the fields as follows:

Event Code Enter the event code to be added.

Event Change Code Enter the event change code to be added

51



52

Title 1, Chapter 17, Section 3
EmpowHR - Version 9.0

6. Click Add. The Event Change Table page (Figure 48) is displayed

7.

" evem Lnange Loae

[Event Information

*Effective Date 041172008 [

“Description I

Description |

Description |

Bl Bl

Description

From Not Enrolled to Enrolled =1
From Seif Onhy to Self and -

Fam
From One Plan or Option to hat

Ano

& save | = oy |

]

Etacd | | £l updateispiay | | £ nciuds History | | B correct Histary |

Figure 48. Event Change Table page

Complete the fields as follows:

*Effective Date

*Status

*Description

Description

Description

Long Description

From Not Enrolled To
Enrolled

From Self Only To Self
And Fam

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze, and Inac-
tive.

Enter the event description.

Enter the narrative description.

Enter the narrative description.

Enter the narrative description.

Enter the applicable information or select data from the
drop-down list. The valid values are Yes, No, Reenroll,
and N/A.

Enter the applicable information or select data from the
drop-down list. The valid values are Yes, No, Reenroll,
and N/A.
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From One Plan Or Option Enter the applicable information or select data from the

To Ano

drop-down list. The valid values are Yes, No, Reenroll,
and N/A.

8. Click Save to save the document. At this point the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an event change.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for an event change.

FEHB Plans

To enter an FEHB Plan:
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1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the FEHB Plan component. The Find An Existing Value tab -FEHB Plans
page (Figure 49) is displayed.

“FEHB Plans

Enter any information yau have and click Search. Leave fields blank far a list of all values.

| Find an Existing Value Y Add a New Value |

Search by: IEleneﬂtF'Ian vlheginswith|

[ Include History [~ Correct History

Search | Advanced Search

Find an Existing Value | Add g Mew Walue

Figure 49. Find An Existing Value tab - FEHB Plans page

3. Complete the fields as follows:

Search By

Begins With

Include History

Enter the applicable search information or select data
from the drop-down list. The valid values are Benefit
Plan, and Description.

Enter the information that corresponds to the Search By
value.

Check this box to include history
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Correct History Check this box to correct history.

4. Click Search. The Health Benefit Plans tab page (Figure 51) is displayed.
OR

Click Add A New Value. The Add A New Value - FEHB Plans page (Figure 50) is
displayed.

FEHB Plans

[ Eind an Existing Yalue | Add a New Value

Benefit Plan:l

Add

Find an Existing VYalue | Add 3 MNew Value

Figure 50. Add A New Value tab - FEHB Plans page

5. Complete the fields as follows:

Benefit Paln Enter the Benefit Plan code to be added.

6. Click Add. The Health Benefit Plans tab page (Figure 51) is displayed.

Health Benefit Plans
Benefit Plan: 102
Pian Details inc Al First [ 4 or 1 [P Last
*Effective Date: 01/12/2002 [3 Status as of Effective Date; | active | F[=]
*Description: IEILUE CROSS AND BLUE SHIELD
Short Description: BLUE CROSE
“Coverage Code: 2 Q Self+Family
Wendor ID: 1o Q BLUE CROSES AND BLUE EHIELD
Default Deduction Code: KUMED
Effective Date To: o1 22002 [
& save I ELReturn to Search I [=] hactity | [Es add | UplateDisplay | | JE Include Histary | 57 Correct Histary

Figure 51. Health Benefit Plans tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information.
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*Status As Of Effective
Date

*Description

Short Description

*Coverage Code

Vendor ID

Default Deduction Code

Effective Date To

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive

Enter the health plan description.

Enter the narrative short description of the health plan.

Enter the coverage code or select data by clicking the
search icon.

Enter the Vendor ID or select data by clicking the search
icon.
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Enter the applicable information.

Enter the applicable date or select a date from the calen-
dar icon.

8. Click Save to save the document. At this point the following options are available:

Step Action

Click Return to Search | To search for a health plan.

Click Notify To notify the next individual in the workflow.
Click Add To add an additional health plan.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for a health plan.

FEHB Vendors

To enter a FEHB Vendor:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the FEHB Vendors component. The Find An Existing Value tab- FEHB Vendors
page (Figure 52) is displayed.
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‘FEHB Vendors

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value " Add a Mew Yalue

Search by: |vendorID | begins with |
[ Include History [ Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Value

Figure 52. Find an Existing Value tab - FEHB Vendors page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are Vendor
ID, and Short Vendor Name.

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Health Plan Vendor tab page (Figure 54) is displayed.
OR

Click Add A New Value. The Add A New Value tab - FEHB Vendors page (Figure 52)
is displayed.

FEHB Vendors

/_ Find an Existing Value )" Add a New Value

Vendor ID:I

Add

Find an Existing ¥alue | Add a New value

Figure 53. Add A New Value - FEHB Vendors page

5. Complete the fields as follows:

Vendor ID The field name is populated from the Search By value

selected. Enter the information to be added (Vendor ID,
Short Vendor Name).
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6. Click Add. The Health Plan Vendor tab tab page (Figure 54) is displayed.

7.

sHealth Plan vendor '\

‘endor ID: 1111111111

‘endor Information

Effective Date: [oantizooe (9

Al First [ 4o [ Last
Status as of Effective Date: -] =

*Hatme: |

ShortName: I
Remit to Location: I

‘endor Address

*State: I [}
Effective Date: [oarttizo0e 5

First [ 4 of 1 [ Last

=
Status as of Effective Date: | Acive =

Name 1: |

Address Line 1:

Address Line 3:

I
Address Line 2: I
I
I

City:

Postal Code: I

Country: LISA
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Figure 54. Health Plan Vendor tab page

Complete the fields as follows:

*Effective Date

Status As Of Effective
Date

*Name

Short Name

Remit To Location

*State

Effective Date

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

Enter the health plan vendor name.

Enter the narrative short description of the health plan
vendor.

Enter the 2 position alpha state code for the health plan
vendor location.

Enter the state of the health plan vendor.

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.
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Status As Of Effective This field is populated based on the status of the transac-

Date tion. The valid values are Active, Freeze and Inac-
tive.

Name 1 Enter the name of the health plan vendor.

Address Line 1 Enter the first line of the health plan vendor address.

Address Line 2 Enter the second line of the health plan vendor address if
applicable.

Address Line 3 Enter the third line of the health plan vendor address if
applicable.

City Enter the city of the health plan vendor.

Postal code Enter the zip code of the health plan vendor.

Country This field defaults to usa. Change if applicable.

8. Click Save to save the document. At this point the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional health plan vendor.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for a health plan vendor.

Geographic Location

To enter a Geographic Location:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Geographic Location component. The Find An Existing Value tab -
Geographic Location page (Figure 55) is displayed.
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BGeographic Location
Enter any information you hawve and click Search. Leave fields hlank for a list of all values.

/ Find an Existing Value {_Add a New Value

Search by: |GeogLocation Code _v| begins with
[~ Include History [ Correct History

Search I Advanced Search

Find an Existing Walue | Add a Mew Value

Figure 55. Find An Existing Value tab - Geographic Location page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:
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Search By Valid Values
City

County

Geog. Location Code
State/Country Description

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Geographic Location tab page (Figure 56) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Geographic Location page is
displayed.

Geographic Location

J Eind an Existing Value | Add a New Value |

Geog Location Code: ||

Add

Find an Existing Yalue | Add a MewYalue

Figure 56. Add A New Value tab - Geographic Location page
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5. Complete the fields as follows:

Geog Location Code The field name is populated from the Search By value
selected. Enter the information to be added.

6. Click Add. The Geographic Location tab page (Figure 57) is displayed.

{ Geographic Location

Geog Location Code: 123

(Geographic Location Find | View All First 4] 1 ot 1 [F] Last
*Effective Date: [oar7 472008 B *Status: [Active -] =
City CodeMame: 3 I
County Code/Name: Postal Codes:
State/Country Code: 12 Florida FL LISA,
CcESA: csa: Q
_ocality Pay Area: IQB Q Matin a Locality Area
*LEO Special Pay Area: ID_Q Man LEQ Area

Locality Percentage:  0.00 IGA Percentage:  0.00 LEOQ Percentage:  0.00
B save | [=] Matify S Add I FUpdateDisplay | Include History | | [ Correct History

Figure 57. Geographic Location tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and change the information. Enter a date or
select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze, and Inac-
tive.

City Code/Name Enter the city code name.

Country Code Name Enter the country code name.

State/Country Code Enter the state/country code

CBSA Enter the applicable information.

CSA Enter the 2 position number CSA number or select data

by clicking the search icon.

60



Title 1, Chapter 17, Section 3
EmpowHR - Version 9.0

Postal Codes This field is populated.

*Locality Pay Area Enter the 2 position numeric locality pay area or select
data by clicking the search icon.

LEO Special Pay Area Enter the 1 position numeric LEO special pay area or
search data by clicking the search icon.
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Locality Percentage Enter the applicable percentage. :E:
o
4
IGA Percentage Enter the applicable percentage. £
y
=
LEO Percentage Enter the applicable percentage. 2
T
=)

8. Click Save to save the document. At this point the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional geographic location code.

Click Update/Display | To clear the display.
Click Include History | To include the data entered into history.

Click Correct History | To correct history for a geographic location code.

Legal Authority

To enter a Legal Authority:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Legal Authority component. The Find An Existing Value tab - Legal
Authority page (Figure 58) is displayed.

Eegal Authority

Enter any information yvou have and click Search. Leave fields hlank far a list of all values

[ Find an Existing Value {_Add a Mew Valug

Search by: |Agencv Type ;l henging withl
[ Include History ¥ Correct History

Search |Advanced Search

Find an Existing WValue | Add 8 Mew Value

Figure 58. Find An Existing Value tab - Legal Authroity page

61



Title 1, Chapter 17, Section 3
EmpowHR - Version 9.0

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are Agency
Type and Legal Authority Code.

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Legal Authority tab page (Figure 58) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Legal Authority page(Figure 59)
is displayed.

Legal Authority

[ Eind an Existing ¥alue " Add a New Value

Agency Type: [ - |

Legal Authority Code; I

Add

Find an Existing Yalue | Add a MNew Value

Figure 59. Add A New Value tab - Legal Authority page

5. Complete the fields as follows:

Agency Type The field name is populated from the Search By value
selected. Enter the information to be added. The valid
values are as follows:

Search By Valid Values
County

Federal

Gov Accountability Office
Library Of Congress

Legal Authority Code Enter the legal authority code.

6. Click Add. The Legal Authority Table tab page (Figure 60) is displayed.
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Legal Authority Table
Legal Authority Code: 010
Customize | Find [ view Al | B8 First 4] 1 ot 1 [ Last
Effective Date  Status Description - Part 1 Description - Part 2
1 |o4n4i2008 [ [actve || | =l

Figure 60. Legal Authority Table tab page

7. Complete the fields as follows:

Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and change the information. Enter a date or
select a date from the calendar icon.
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Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

Description - Part 1 Enter the description of the legal authority.

Description - Part 2 Enter the description of the legal authority.

8. Click Save to save the document. At this point the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Legal Authority Code.

Click Update/Display | To clear the display.
Click Include History | To include the data entered into history.

Click Correct History [ To correct history for a legal authority code.

Nature Of Action Table

To enter a Nature Of Action:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Nature Of Action Table component. The Find An Existing Value tab -
Nature Of Action Table page (Figure 61) is displayed.
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Mature of Action Table
Enter any inforrmation you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value _Add a New Value

Search by: |Agency Type _~| begins with| |
[ Include History [ Correct History

Search |Advanced Search

Find an Existing Value | Add & Mew Walue

Figure 61. Find an Existing Value tab - Nature Of Action Table page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are Agency
Type, Action, and Nature of Action.

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Nature Of Action Table tab page (Figure 62) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Nature Of Action Table
page (Figure 63) is displayed.

MNature of Action Table

/ Find an Existing Yalue j" Add a New Value '

Agency Type: | =l
Action: I Q,
Mature of Action Cnde:l

Add

Find an Existing Walue | Add a Mew ¥alue

Figure 62. Add A New Value tab - Nature Of Action Table page

5. Complete the fields as follows:
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Agency Type The field name is populated from the Search By value
selected. Enter the information to be added. The valid
values are as follows:

Agency Valid Values
County

Federal

Gov Accountability Office
Library Of Congress

Action Search Enter the 3 alpha position action or search by clicking the
search icon.

Nature Of Action Code  Enter the 3 numeric position nature of action or search by
clicking the search icon.
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6. Click Add.The Nature of Action Table tab page (Figure 63) is displayed.

Mature of Action Table

Action: ADD Add Non-Employee
Mature of Action Code: m

HOA Description n First 4] 1 or 1 [M] Last

*Effective Date: 42008 B oStates: | Aotie ~1 =

*Description - Part 1: |

Description - Part 2: [

Time NOA is Effective: |0pen|ng of Business Day ;I
¥ Required for CPDF
¥ Push Action to Job

™ IRR Reportable

& save I [=] Motify Esadd | FlUpdsteDisplay | ] Include History [E# Correct History

Figure 63. Nature Of Action Table tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

*Description - Part 1 Enter the description of the nature of action.
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Description - Part 2 Enter the description of the nature of action.

Time NOA Is Effective Enter the time the NOA is effective. The valid values are
Opening of Business Day and Close of Business.

Required For CPDF This box is checked. Uncheck this box if applicable.
Push Action To Job This box is checked. Uncheck this box if applicable.
IRR Reportable Check this box if applicable.

8. Click Save to save the document. At this point the following options are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Nature Of Action.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for a Nature Of Action.

NOA/Legal Authority 1

To enter a NOA/Legal Authority:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the NOA/Legal Authority 1 component. The Find An Existing Value tab -
NOA/Legal Authority 1 page (Figure 64) is displayed.

NOAIL egal Authority 1
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value % Add a NewValue

Search b'lf: |Agenchype ;l hegins With| ;l
[ Include History [~ Correct History

Search |Advanced Search

Find an Existing Yalue | Add a Mew Yalue

Figure 64. Find An Existing Value tab - NOA/Legal Authority 1 page

3. Complete the fields as follows:
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4. Click Search. The NOA/Legal Authority 1 tab page (Figure 65) is displayed.

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are Agency
Type, Nature of Action Code, and Legal Author-
ity Code.

Begins With Enter the information that corresponds to the Search By
value or select data from the drop-down list.

Include History Check this box to include history.

Correct History Check this box to correct history.

OR

Click Add A New Value. The Add A new Value tab - NOA/Legal Authority 1
page (Figure 66) is displayed.
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NOA/L egal Authority 1

J Eind an Existing Value " Add a New Value

Agency Type: [ - |

Mature of Action Cude:l &'}
Legal Authority Code: I Q

Add

Find an Existing Yalue | Add & Mew Value

Figure 65. Add A New Value tab - NOA/Legal Authority 1 page

5. Complete the fields as follows:

Agency Type The field name is populated from the Search By value
selected. Enter the information to be added or select data
from the drop-down list. The valid values are as follows:

Agency Valid Values
County

Federal

Gov Accountability Office
Library Of Congress

Nature Of Action Code  Enter the 3 numeric position nature of action code or
search by clicking the search icon.
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Enter the legal authority code or search by clicking the
search icon.

6. Click Add. The NOA/Legal Authority Table tab page (Figure 66) is displayed.

ROALegal Authority 1 Table |

Nature of Action Code: 101

Legal Authority Code: 600

NOALegal Authority
Effective Date

FED

REG. 33410

Customize | Find | View ll | B First [ 4 o 1 [ Last
Status

1 [04i1 412008

B |Active = E

Figure 66. NOA/Legal Authority 1 Table tab page

7. Complete the fields as follows:

Effective Date

*Status

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze, and Inac-
tive.

8. Click Save to save the document. At this point the following options are available:

Step

Action

Click Notify

To notify the next individual in the workflow.

Click Add

To add an additional NOA/Legal Authority 1.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for an NOA/Legal Authority 1.

NFC Master Field Table

To enter an NFC Master Field Table:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the NFC Master Field Table component. The Find An Existing Value tab - NFC
Master Field Table page (Figure 67) is displayed.
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'NFC Master Field Table
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value Y Add a New Valug

Field to be Updated: | begins with ||
™ Include History ¥ Correct History

gearch | Clear |Elasi|: Search Save Search Criteria

Find an Existing value | Add a Mew Yalue

Figure 67. Find An Existing Value tab - NFC Master Field Table page

3. Complete the fields as follows:
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Field To Be Updated Enter the applicable master record field.

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The NFC Master Field Table tab page (Figure 68) is displayed.
OR

Click Add A New Value. The Add A New Value tab - NFC Master Field Table
page (Figure 68) is displayed.

MNFC Master Field Table

J_ Eind an Existing Value " Add a New Value |

Field to be Updated: ||

Add

Find an Existing Yalue | Add a Mew Yalue

Figure 68. Add A New Value tab - NFC Master Field Table page

5. Complete the fields as follows:

Field To Be Updated Enter the NFC master field to be added.
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6. Click Add. The NFC Master Field Table tab page (Figure 69) is displayed.

NFC Master Field Table |

Customize | Find | # First E 1of 1 m Last
Master Field Status Field Label

1 |D00005 [Active =] |CUM-RETIRE-DEDUCTS-CONY =

Figure 69. NFC Master Field Table tab page

7. Complete the fields as follows:

Master Field This field is populated from the search/add criteria.

Status This field is populated based on the status of the transac-
tion. The valid values are Active and Inactive.

Field Label This field is populated from the NFC master field block
or add information if the NFC master field block is being
added for the first time.

8. Click Save to save the document. At this point the following options are available:

Step Action

Click Return To To search.

Search

Click Next in List To view the next NFC Master Field Table entry.
Click Notify To notify the next individual in the workflow.
Click Add To add an additional NFC Master Field Table.
Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for an NFC master Field Table.

Official Position Titles USF

To enter an Official Position Titles USF:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Official Position Titles USF component. The Find An Existing Value tab -
Official Position Titles USF page (Figure 70) is displayed.
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Official Position Titles USF
Enter any infarmation you hawve and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value ' Add a New Walue

Search |Advanced Search

Search h\,f: |Occupatinnal Series j hegins with|
" Include History ™ Correct History

Find an Existing Value | Add a New Yalue

Figure 70. Find An Existing Value tab - Official Position Titles USF page

3. Complete the fields as follows:

Search By

Begins With

Include History

Correct History
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Enter the applicable search information or select data
from the drop-down list. The valid values are 0ccupa-
tional Series, Description, and Official Posn
Title Code.

Enter the information that corresponds to the Search By
value.

Check this box to include history.

Check this box to correct history.

4. Click Search. The Official Position Titles USF tab page (Figure 71) is displayed.

OR

Click Add A New Value. The Add A New Value tab - Official Position Titles USF
page (Figure 71) is displayed.

Official Position Titles USF

Occupational Series: || Q
Official Posn Title Cude:l

Add

{" Eind an Existing Value | Add a New Value

Find an Existing Value | Add a Mew Value

Figure 71. Add A New Value tab - Official Position Titles USF page

71



72

Title 1, Chapter 17, Section 3
EmpowHR - Version 9.0

5. Complete the fields as follows:

Occupational Series

The field name is populated from the Search By value
selected. Enter the information to be added or select data
by clicking the search icon.

Official Posn Title Code  Enter the 4 numeric official position title code.

6. Click Add. The Position Title Codes tab page (Figure 72) is displayed.

Position Title Codes

Occupational Series:

Official Pasition Title Code:

oooo MISCELLAMEQUS
aooq

(Official Position Title First [4] 1of2 ] Last
*Effective Date: [rnanssr @ “Status: Inactive |~ EHE
*Official Position Title:

[acT
*Description:

JaoT

Figure 72. Position Title Codes tab page

7. Complete the fields as follows:

Effective Date

Status

*Official Position Title

*Description

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

This field is populated from the Official Position Title
code.

This field is populated from the Official Position Title
code.

8. Click Save. This option will save the document. At this point the following options

are available:

Step Action

Click Return To To search.

Search

Click Notify To notify the next individual in the workflow.
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Step Action
Click Add To add an add a position title code.
Click Update To update a position title code.

Org Structure Level 2

To enter an Organizational Structure Level 2:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 2 component. The Find An Existing Value tab - Org
Stru Lvl 2 page (Figure 73) is displayed.

Dirg Stru Lvl 2
Enter any information wau have and click Search. Leave fields hlank far a list of all values.
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[ Find an Existing Value ' Add a New Value |

Search by: |Agency "= begins with
™ Include History [~ Correct History

Search |Ad\ranced Search

Find an Existing Value | Add a Mew Walue

Figure 73. Find An Existing Value tab - Org Stru Lvl 2 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search By Valid Values

Agency

Description

Org Structure Code 2nd Level

Sub - Agency

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.
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4. Click Search. The Org Str Code Lvl 2 tab page (Figure 74) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Org Stru Lvl 2 page (Figure 74)
is displayed.

Org Stru Lvl 2

J/ Eind an Existing ¥alue } Add a New Value |

Agency: [sc @
Sub-Agency: I— Q

Org Structure Code 2nd Lwel:l
Add

Find an Existing Value | Add a MNew Value

Figure 74. Add A New Value tab - Org Stru Lvl 2 page

5. Complete the fields as follows:

Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Sub-Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 2nd  The field name is populated from the Search By value
Level selected. Enter the applicable information to be added.

6. Click Add. The Org Str Code Lvl 2 page (Figure 75) is displayed.
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Org Str Code Lvl 2 Y

Walid 2nd Lewvel Organization Structure Codes
Agency: AG Department of Agriculture
Sub-Agency: 01 Office ofthe Secretary
Org Structure Code 2nd Level: 10

B A First 10of 1 Last
=l
*Effective Date: |u4r1 52008 [54 *Gtatus as of Effective Date: IActwe -]
Description:
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& save | [=] Matify S it | FUpdateDisplay | 2] Include History | [ Correct History o
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Figure 75. Org Str Code Lvl 2 tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status As Of Effective  This field is populated based on the status of the transac-

Date tion. The valid values are Active, Freeze and Inac-
tive.
Description Enter the description of the organization structure. When

tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point, the following options
are available:

Step Action

Click Return To To search for another Organizational Structure Code Level 2.
Search

Click Notify To notify the next individual in the workflow.

Click Add To add an additional Organizational Structure Code Level 2.

Click Update/Display | To clear the display.
Click Include History | To include the data entered into history.

Click Correct History | To correct history for an Organizational Structure Code Level 2.

75



Title 1, Chapter 17, Section 3
EmpowHR - Version 9.0

Org Structure Level 3

To enter an Organizational Structure Level 3:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 3 component. The Find An Existing Value tab - Org
Stru Lvl 3 page (Figure 76) is displayed.

Org Stru Lvl 3
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Search by: |Auency “=| begins with
[ Include History [~ Correct History

Search |Advanced Search

Find an Existing walue | Add g Mew Walue

Figure 76. Find An Existing Value tab - Org Stru Lvl 3 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data by
clicking the search icon. The valid values are:

Search Valid Values
Agency

Sub - Agency

Org Structure 2nd Level
Org Structure 3rd Level

Description

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Org Str Code Lvl 3 tab page (Figure 77) is displayed.
OR

Click Add A New Value. The Add A New Value - Org Stru Lvl 3 page (Figure 77) is
displayed.
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Org Stru Lvl 3

J Find an Existing ¥alue " Add a New Value

Agency: IW aQ
Sub-Agency: l_ (&'}

Oryg Structure Code 2nd Lewvel: IDD (&)
0Org Structure Code 3rd Level: I

Add

Find an Existing Yalue | Add a Mew Yalue

Figure 77. Add A New Value tab - Org Stru Lvl 3 page
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5. Complete the fields as follows:

Agency The field name is populated from the Search By value
selected. Enter the information to be added or select data
by clicking the search icon.

Sub-Agency The field name is populated from the Search By value
selected. Enter the information to be added or select data
by clicking the search icon.

Org Structure Code 2nd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select data
by clicking the search icon.

Org Structure Code 3rd  The field name is populated from the Search By value
Level selected. Enter the applicable information to be added.

6. Click Add. The Org Str Code Lvl 3 tab page (Figure 78) is displayed.
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{ Org Str Code Lwv 3

Walid 3rd Level Organization Structure Codes

Agency: AG Department of Agriculture
Sub-Agency: 01 Office of the Secretary
Org Structure Code 2nd Level: 00

Org Structure Code 3rd Level: 11

y First E 14 af 1 E Last
. =l
*Effective Date: |04r1 52008 [51 *Status as of Effective Date: IActl\re v[
Descriptions:
|test
B save | [=] Motify | [Es Al | F UpdateDisplay | 42 Include History | [E# Correct History

Figure 78. Org Str Code Lvl 3 tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status As Of Effective  This field is populated based on the status of the transac-
Date tion. The valid values are Active, Freeze and Inac-
tive.

Description Enter the description of the organization structure. When
tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point the following options
are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Organizational Structure Code Level 3.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.
Click Correct History | To correct hisotry for an Organizational Structure Code Level 3.
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Org Structure Level 4

To enter an Organizational Structure Level 4:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 4 component. The Find An Existing Value tab - Org
Stru Lvl 4 page (Figure 79) is displayed.

Org Stru Lvl 4
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value {_Add a New Yalug

Search by: |Agency =] begins with
[ Include History [ Correct History
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Search |Advanced Search

Find an Existing Yalue | Add a Mew Value

Figure 79. Find An Existing Value tab - Org Stru Lvl 4 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search Valid Values
Agency

Sub - Agency

Org Structure 2nd Level
Org Structure 3rd Level
Org Structure 4th Level

Description

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Org Str Code Lvl 4 tab page (Figure 80) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Org Stru Code Lvl 4
page (Figure 80) is displayed.
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Org Stru Lvl 4

J Find an Existing Yalue " Add a New Value '

Agency: IF aQ,
Sub-Agency: I_ Q

Org Structure Code 2nd Level: IH ()
Org Structure Code 3rd Level: Iﬁ Q
Org Structure Code 4th Level: I

Add

Find an Existing Yalue | Add a Mew Yalue

Figure 80. Add A New Value tab - Org Stru Lvl 4 page

5. Complete the fields as follows:

Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Sub-Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 2nd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 3rd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 4th  The field name is populated from the Search By value
Level selected. Enter the applicable information to be added.

6. Click Add. The Org Str Code Lvl 4 tab page (Figure 81) is displayed.
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Org Str Code Lvi 4

0Org Structure Code 2nd Level: 00
0Org Structure Code 3rd Lewvel: 11

“alid 4th Level Organization Structure Codes
Agency.  AG Department of Agriculture
Sub-Agency: 01 Office ofthe Secretary

Org Structure Code 4th Level: 0001

Scroll Area

*Effective Date: [04156/2008 [

Descriptions:

Fingd | * I First (41 o a [ Last
=]
*Status as of Effective Date: |*‘\C“V9 =l

[TEST

|
—

B save | [=] Motify |

[Er Add | UpdateDisplay | 42 Include History | | [E# Correct History

Figure 81. Org Str Code

7. Complete the fields as follows:

*Effective Date

*Status As Of Effective
Date

Description

Lvl 4 tab page
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The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

Enter the description of the organization structure. When
tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point the following options

are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Organizational Structure Code Level 4.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for an Organizational Structure Code Level 4.
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Org Structure Level 5

To enter an Organizational Structure Level 5:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 5 component. The Find An Existing Value tab - Org
Stru Lvl 5 page (Figure 82) is displayed.

"Org Stru Lvl S
Enter any information vou have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a New Value

Search by: |Agenc1,r j hegins with
™ Include History [ Correct History

Search |Advanced Search

Find an Existing Yalue | Add a Mew Walue

Figure 82. Find An Existing Value tab - Org Stru Lvl 5 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search Valid Values
Agency

Sub - Agency

Org Structure 2nd Level
Org Structure 3rd Level
Org Structure 4th Level
Org Structure 5th Level

Description

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Org Str Code Lvl 5 tab page (Figure 83) is displayed.
OR
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Click Add A New Value. The Add A New Value tab - Org Stru Code Lvl 5
page (Figure 83) is displayed.

Org Stru Lvl 5

Add

J Eind an Existing Value " Add a New Value

Agency IE Q
Sub-Agency: I_ Q,
Oryg Structure Code 2nd Level: W Q,
Ory Structure Code 3rd Level: W Q,
Ory Structure Code 4th Level: W Q
Org Structure Code 5th Level: |_

Find an Existing Yalue | Add a Mew Value

Figure 83. Add A New Value tab - Org Stru Lvl 5 page

5. Complete the fields as follows:

Agency

Sub-Agency

Org Structure Code 2nd
Level

Org Structure Code 3rd
Level

Org Structure Code 4th
Level

Org Structure Code 5th
Level

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added.

6. Click Add. The Org Str Code Lvl 5 tab page (Figure 84) is displayed.
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{ 0rg Str Code L 5

Walid 5th Level Organization Structure Codes
Agency.  AG Department of Agriculture

Sub-Agency: 01 Office of the Secretary
Org Structure Code 2nd Level: 00 Org Structure Code 5th Level: 01

Org Structure Code 3rd 4 Ory Structure Code 4th Level: po1
Level:

First [ 1 of 1 [¥] Last

- +
*Effective Date: |U4f1 srz008 [ *Status as of Effective Date: |*“*C“\re = =l

Descriptions:

|
|
——

Figure 84. Org Str Code LvI 5 tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status As Of Effective  This field is populated based on the status of the transac-
Date tion. The valid values are Active, Freeze and Inac-
tive.

Description Enter the description of the organization structure. When
tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point, the following options
are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Organizational Structure Code Level 5.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for an Organizational Structure Code Level 5.
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Org Structure Level 6

To enter an Organizational Structure Level 6:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 6 component. The Find An Existing Value tab - Org
Stru Lvl 6 page (Figure 85) is displayed.

Drg StruLvl6
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value {_Add a New alue |

Search by |Agencﬁ,r j hegins with
" Include History [ Correct History
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Search |Advanced Search

Find an Existing Walue | Add a MHew Value

Figure 85. Find An Existing Value tab - Org Stru Lvl 6 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search By Valid Values
Agency

Sub - Agency

Org Structure 2nd Level

Org Structure 3rd Level

Org Structure 4th Level

Org Structure Code 5th Level
Org Structure Code 6th Level

Description

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.
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4. Click Search. The Org Str Code Lvl 6 tab page (Figure 86) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Org Stru Code Lvl 6
page (Figure 86) is displayed.

org Stru Lvl 6

[ Eind an Existing Value ¥ Add a New Value %

Agency: IAG &)
Sub-Agency: I_ (&'}

Org Structure Code 2nd Level: Iﬁ (&'}
Oryg Structure Code 3rd Level: Iﬁ (&'}
Org Structure Code 4th Level: IW &)
Org Structure Code 5th Level: Iﬁ o'
Org Structure Code 6th Level: I_

Add

Find an Existing Yalue | Add a Mew Yalue

Figure 86. Add a New Value tab - Org Stru Lvl 6 page

5. Complete the fields as follows:

Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Sub-Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 2nd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 3rd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 4th  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.
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Org Structure Code 5th  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 6th  The field name is populated from the Search By value
Level selected. Enter the applicable information to be added.

6. Click Add. The Org Str Code Lvl 6 tab page (Figure 87) is displayed.

{ Org Str Code LM 6

Walid Gth Level Organization Structure Codes
Agency. AG Crepartment of Agriculture
Sub-Agency: 01 Office ofthe Secretary
Org Structure Code 2nd Level: 01
Org Structure Code 3rd Level: 01
Org Structure Code 4th Level: 0010
0Org Structure Code 5th Level: 01
Org Structure Code 6th Level: 01

Scroll Area i | A First 1 of 1 [ Last
*Effective Date: [04/21/2008 [ “Status as of Effective Date: | Active =l =

Descriptions:

|
|
——
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B save | [=] hlotify | B 2cld | UpdateDisplay | | 2] Include Histary [EF Correct History

Figure 87. Org Str Code Lvl 6 tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status As Of Effective  This field is populated based on the status of the transac-

Date tion. The valid values are Active, Freeze and Inac-
tive.
Description Enter the description of the organization structure. When

tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point the following options
are available:

Step Action
Click Notify To search for another Organizational Code Level 6.
Click Notify To notify the next individual in the workflow.
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Step Action

Click Add To add an additional Organizational Structure Code Level 6.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History | To correct history for an Organizational Structure Code Level 6.

Org Structure Level 7

To enter an Organizational Structure Level 7:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 7 component. The Find An Existing Value tab - Org
Stru Lvl 7 page (Figure 88) is displayed.

Org StruLvl7

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a New Valug |

Search by: |Agency = | begins with
" Include History [ Correct History

Search |Advanced Search

Find an Existing Value | Add a Mew Value

Figure 88. Find An Existing Value tab - Org Stru Lvl 7 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search By Valid Values
Agency

Sub - Agency

Org Structure 2nd Level

Org Structure 3rd Level

Org Structure 4th Level

Org Structure Code 5th Level
Org Structure Code 6th Level
Description

Org Structure Code 7th Level
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Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Org Str Code Lvl 7 tab page (Figure 89) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Org Stru Code Lvl 7
page (Figure 89) is displayed.

Org Stru Lvl7
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J Eind an Existing Yalue ¥ Add a New Value

Agency: IE Q
Sub-Agency: I_ QL

Org Structure Code 2nd Level: Iﬁ QL
Oryg Structure Code 3rd Level: IH &)
Org Structure Code 4th Level: W G,
Oryg Structure Code 5th Level: Iﬁ &)
Org Structure Code Gth Level: IH a,
Org Structure Code 7th Level: [

Add

Find an Existing Walue | Add a Mew Value

Figure 89. Add A New Value tab - Org Stru Lvl 7 page

5. Complete the fields as follows:

Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Sub-Agency The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 2nd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.
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Org Structure Code 3rd  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 4th  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 5th  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 6th  The field name is populated from the Search By value
Level selected. Enter the information to be added or select by
clicking the search icon.

Org Structure Code 7th  The field name is populated from the Search By value
Level selected. Enter the information to be added.

6. Click Add. The Org Str Code Lvl 7 tab page (Figure 90) is displayed.

'/ Org Str Code LW 7

Walid Tth Level Organization Structure Codes
Agency: AG Department of Agriculture
Sub-Agency: 01 Office ofthe Secretary
Org Structure Code 2nd Level: 01
Org Structure Code 3rd Level: (1
Org Structure Code 4th Level: 0010
Org Structure Code 5th Level: 01
Org Structure Code 6th Level: 01
Org Structure Code 7th Level: 01

Eind |viewall  First (4 1 o 1 [ Last
Descriptions: “Effective Date: [oaiztizo08 5 *Status as of EfDt: | Active hd =

|
|
——

B save | [=] Motify | [Ek & | UpdateDizplay | ] Include History | [ Correct History

Figure 90. Org Str Code Lvl 7 tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.
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*Status As Of Effective  This field is populated based on the status of the transac-

Date tion. The valid values are Active, Freeze and Inacti-
ve .
Descriptions Enter the description of the organization structure. When

tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point the following options
are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Organizational Structure Code Level 7.
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Click Update/Display | To clear the display.
Click Include History | To include the data entered into history.

Click Correct History | To correct history for an Organizational Structure Code Level 7.

Org Structure Level 8

To enter an Organizational Structure Level 8:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Org Structure Level 8 component. The Find An Existing Value tab - Org
Stru Lvl 8 page (Figure 91) is displayed.

Org StruLvl 8

Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value {_Add a New Valug |

Search by: |Agency v hegins with
[ Include History [ Correct History

Search |Advanced Search

Find an Existing Yalue | Add a Mew Value

Figure 91. Find An Existing Value tab - Org Stru Lvl 8 page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:
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Search By Valid Values
Agency

Sub - Agency

Org Structure 2nd Level

Org Structure 3rd Level

Org Structure 4th Level

Org Structure Code 5th Level
Org Structure Code 6th Level
Description

Org Structure Code 7th Level
Org Structure Code 8th Level

Begins With Enter the information that corresponds to the Search By
value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Org Str Code Lvl 8 tab page (Figure 92) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Org Stru Code Lvl 8
page (Figure 92) is displayed.

Prg StruLvl 8

/_Eind an Existing alue | Add a New Value |

Agency: [a6 Q@
Sub-Agency: I_ a

Oryg Structure Code 2nd Level: IH o}
Org Structure Code 3rd Level: Iﬁ &)
Oryg Structure Code 4th Level: IW QL
Oryg Structure Code 5th Level: IH o}
Org Structure Code 6th Level: Iﬁ &)
Oryg Structure Code 7th Level: I_ QL
0Oryg Structure Code 8th Level: I_

Add

Find an Existing Yalue | Add a Mew Value

Figure 92. Org Stru Lvl 8 tab page

5. Complete the fields as follows:

92



Title 1, Chapter 17, Section 3

EmpowHR - Version 9.0

Agency

Sub-Agency

Org Structure Code 2nd
Level

Org Structure Code 3rd
Level

Org Structure Code 4th
Level

Org Structure Code 5th
Level

Org Structure Code 6th
Level

Org Structure Code 7th
Level

Org Structure Code 8th
Level

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added or select by
clicking the search icon.

The field name is populated from the Search By value
selected. Enter the information to be added.

6. Click Add. The Org Str Code Lvl 8 tab page (Figure 93) is displayed.
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lﬁ Org 5tr Code LW 8

“alid 8th Level Organization Structure Codes
Agency: AG Departrment of Agriculture
Sub-Apency: 01 Office of the Secretary
0Org Structure Code 2nd Level: 01

0Org Structure Code 3rd Level: 01
Org Structure Code 4th Level: 0010

Org Structure Code 5th Level: 01

Org Structure Code 6th Level: (1
0Org Structure Code 7th Level: 01

0Org Structure Code 8th Level: 01

nd | First E‘ 1 of 1 E‘ Last
- =
“Effective Date: [04/21/2008 | [5] *Status as of Effective Date: | 4517 =l

Descriptions:

|
|
—

Figure 93. Org Str Code Lvl 8 tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
can view and/or change the information. Enter a date or
select a date from the calendar icon.

*Status As Of Effective  This field is populated based on the status of the transac-
Date tion. The valid values are Active, Freeze and Inac-
tive.

Descriptions Enter the description of the organization structure. When
tab is used to advance to the next line, the data entered on
the first line will populate the next 2 lines. The data can
be changed by clicking in the applicable line and entering
a description.

8. Click Save. This option will save the document. At this point the following options
are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Organizational Structure Code Level 8.

Click Update/Display | To clear the display.
Click Include History | To include the data entered into history.
Click Correct History | To correct history for an Organizational Structure Code Level 8.
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Personnel Action Rgqst Rmks

To enter Personnel Action Request Remarks:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Personnel Action Rgst Rmks component. The Find An Existing Value tab -
Personnel Action Rqst Rmks page (Figure 94) is displayed.

Personnel Action Rgst Rmks
Enter any infarmation you have and click Search. Leave fields hlank for 3 list of all values.

| Find an Existing Value _Add a Mew Value |

Search by: SF50Remark Code begins with |
" Include History [ Correct History

Search |Ad\fanced Search

Find an Fuictina Walna | Add a Rew alne
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Figure 94. Find An Existing Value tab - Personnel Action Rgqst Rmks page

3. Complete the fields as follows:

Search By SF50 Remark

Code Begins With Enter the applicable remark code.
Include History Check this box to include history.
Correct History Check this box to correct history.

4. Click Search. The PAR Remarks Table tab page (Figure 95) is displayed.
OR

Click Add A New Value. The Add A New Value tab - PAR Remarks Table
page (Figure 95) is displayed.

Personnel Action Rgst Rmks

{ Find an Existing Value | Add a New Value |

SF0 Remark Cuue:l

Add

Find an Existing Yalue | Add a Mew Value

Figure 95. Add A New Value tab - Personnel Action Rqst Rmks page
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5. Complete the field as follows:

SF50 Remark Code Enter the SF50 remark code to be added.

6. Click Add. The Personnel Action Rqst Rmks tab page (Figure 96) is displayed.

* PAR Remarks Tabie |
Remark CD: 001
Remark Description Find | Wiews All First [E] 1af 1 [ Last
*Effective Date: m@ “Status: m Print Priority: | 15tTier = =
Insertion Required [~ IRR. Reportable [~ ROST Reportable [~
I
I
I
I
I
I
B save | [=] notify | S At | | Update Display | JE] Incluce History | 5 Correct History

Figure 96. PAR Remarks Table tab page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
can view and/or change the information. Enter a date or
select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

Print Priority Enter the print priority or select data from the drop-down

list. The valid values are 1st Tier and 2nd Tier.

Insertion Required Check this box if applicable.
IRR Reportable Check this box if applicable.
Post Reportable Check this box if applicable.

Note: Information can be added on 5 lines available.

8. Click Save. This option will save the document. At this point the following options
are available:
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Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Personnel Action Request Remark.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for a Personnel Action Request Remark.

Personnel Office ID

To enter an Personnel Office ID:
1. Select EmpowHR Setup Tables (HD) menu group.

2. Select Personnel Office ID component. The Find An Existing Value tab - Personnel
Oftice ID page (Figure 97) is displayed.
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Personnel Office ID

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ' Add a New Value

Search |Advanced Search

Search b!b": |Persnnne| OfﬁceIDj beginswith|
[ Include History ¥ Correct History

Find an Existing value | Add a New Value

Figure 97. Find An Existing Value tab - Personnel Office ID page

3. Complete the fields as follows:

Search By

Begins With

Include History

Correct History

Enter the applicable search information or select data
from the drop-down list. The valid values are Personnel
Office ID, and Description.

Enter the applicable information for the Search By value.

Check this box to include history.

Check this box to correct history.

4. Click Search. The Personnel Office ID Table tab page (Figure 98) is displayed.

OR
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Click Add A New Value. The Add a new Value tab - Personnel Office ID Table
page (Figure 98) is displayed.

Personnel Office ID

{ Find an Exigting Value | Add a New Value |

Personnel Office ID: ||

Add

Find an Existing Yalue | Add a Mew Valug

Figure 98. Add A New Value tab - Personnel Office ID page

5. Complete the field as follows:

Personnel Office ID Enter the POI to be added.

6. Click Add. The Personnel Office ID Table tab - Personnel Office ID page (Figure 99)
is displayed.

| Personnel Office ID Table '\ EAR Appraving Officials Takle |
Personnel Office ID: 5317
PAR Approving Officials ils First 4] A of 14 [¥] Last
*Effective Date: UGG 5 Statys: | Acive 7] =
*Companmy: G G *sub-Agency: |90 L Office of Chief Financial O
*Description: |USDA- OCFO - NFC
Personnel Officer’s Name: IUBDA' QCFD-NFC g:?rM Oversight I_Q
ice
Address: |P.. BOX 60000
|MEW ORLEANS, LA
I Automated Submitting Point
Postal Code: 70160 Telephone: |504 426 0327
Electronic Commerce I
Address:
SetiD: NPT QL
Location Code: Q
B save I S\ Return to Search | [=] nictity | Previous tahl (=% Mt tab I B 2etet | UprlateDisplay | ] Include History | 5 Correct History
Fersonnel Office 1D Table | PAR Approving Officials Table

Figure 99. Personnel Office ID Tabel tab - Personnel Office ID page

7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.
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*Status

*Company

*Sub-Agency

*Description

Personnel Officer’s
Name

Address

Postal Code

Telephone

Electronic Commerce

Address Set ID

Location Code

OPM Oversite Office

Automated Submitting
Point

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze, and Inac-
tive.

Enter the 2 position company name or select data by
clicking the search icon.

Enter the 2 position sub-agency or select data by clicking
the search icon.

Enter the description of the Company and the Sub-
agency.
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Enter the applicable name.

Enter the address for the personnel office.

Enter the zip code for the address.

Enter the telephone number of the personnel office.

Enter the applicable information.

Enter the agency name that will have access to the per-
sonnel office information or select data by clicking the
search icon.

Enter the location code for the personnel office or select
data by clicking the search icon.

Enter the applicable information or select data by click-
ing the search icon.

Enter the applicable information.

8. Select the PAR Approving Officials Table tab. The PAR Approving Officials Table
tab - Personnel Office ID page (Figure 100) is displayed.
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Personnel Office

Personnel Office ID: 5317 Effective

[Approving Officials

Personnel Office ID Takle | PAR ing Officials Table

First [ 1 o 1 [ Last

Date: 03031898 Status:  Active =

First [4] 1 o 4 [ Last

Empl Primary PAR "
r o #
EmpliD Red# Name Approving Offcl Title
) m =]
&l save | LS\Retumto Searchl [=] Matify | Previous tab Met tah X UpisteDisplay | 42 Include History | [3F Correct History

Personnel Office 1D Table | PAR Approving Officials Table

Figure 100. PAR Approv

Complete the fields as fo

*EmplID

Empl Rcd#

*Name

Primary PAR Approving
Officl

*Title

ing Officials Table tab - Personnel Office ID page

llows:

Enter the employee ID or select data by clicking the
search icon.

Enter the employee record number.

Enter the approving official name.

Check this box if the approving official is the primary
official.

Enter the approving official’s title.

Click Save. This option will save the document. At this point the following options

are available:

Step Action

Click Return To To search for another Personnel Office ID Table.
Search

Click Notify To notify the next individual in the workflow.
Click Add To add an additional Personnel Office ID.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for a Personnel Office ID.

Click Previous Tab

To display the Personnel Office ID Table tab.
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Salary Grades USF

To enter a Salary Grade USF:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Salary Grades USF component. The Find An Existing Value tab - Salary
Grades USF page (Figure 101) is displayed.

l-Falary Grades USF
Enter any information wvou have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value {_ Add a New Yalue |

Search by: |SetD ~| begins with
™ Include History [ Correct History
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Search |Ad\fanced Search

Find an Existing Walue | Add a Mew Value

Figure 101. Find An Existing Value tab - Salary Grades USF page

3. Complete the fields as follows:

Search By Enter the applicable search information or select data
from the drop-down list. The valid values are:

Search By Valid Values
Set ID

Description

Salary Administration Plan
Salary Grade

Begins With Enter the applicable information for the Search By value.

Include History Check this box to include history.

Correct History Check this box to correct history.

4. Click Search. The Salary Grade Table tab - Salary Grade USF page (Figure 102) is
displayed.
OR

Click Add A New Value. The Add A New Value tab — Salary Grades USF
page (Figure 102) is displayed.
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Salary Grades USF

/ Eind an Existing Value | Add a New Value

SetiD:

Salary Grade:

Add

I a

Salary Administration Plan: I Q

—

Find an Existing Walue | Add a MNew Walue

Figure 102. Add A new Value tab - Salary Grades USF page

5. Complete the field as follows:

SetiD

Salary Administration

Plan

Salary Grade

Enter the SetID to be added or select data by clicking the
search icon.

Enter the Salary Plan to be added or select data by click-
ing the search icon.

Enter the applicable grade.

6. Click Add. The Salary Grade Table tab - Salary Grades USF page (Figure 103) is

displayed.

[ Salary Grade Tahle | Salary Step Table |

SetiD: AD
Salary Grade: 70

*Effective Date:
“Description:

Additional Description:

Salary Matrix Code:

Rating Model:

Annual
Monthhy
Hourly
Biweekly

Salary Administration Plan: 0100 AD
Standard Hours: 40.00 Salary Basis: Annl Basis

olinanass 5

ring el 1
*Status: IAcli\re vl =l

|Admin determined

Short Description: |Admm dete

I
[a

Minimum

Range Spread: %

Midpoint Waximum

145,050.000/ 57 290,100.000 5

12,087 5005 24,175,000/

| |
I I
[ a | )
| |

Figure 103. Salary Grade Table tab - Salary Grades USF page

7. Complete the fields as follows:
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*Effective Date

*Status

*Description

Short Description

Additional Description

Rating Model
Range Spread

Salary Matrix Code

Salary Ranges/Annual
Minimum

Salary Ranges/Anuual
Midpoint

Salary Ranges/Annual
Maximum

Salary Ranges/Monthly
Minimum

Salary Ranges/Monthly
Midpoint

Salary Ranges/Monthly
Maximum

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

Enter the applicable description.

Enter the applicable short description.
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Enter the description if applicable.

This field is populated.
This field is populated.

Enter the applicable code or select data by clicking the
search icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.
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Salary Ranges/Hourly
Minimum

Salary Ranges/Hourly
Midpoint

Salary Ranges/Hourly
Maximum

Salary Ranges/Biweekly
Minimum

Salary Ranges/Biweekly
Midpoint

Salary Ranges/Biweekly
Maximum

Title 1, Chapter 17, Section 3
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This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

This field is populated based on SetID entered. Select a
currency by clicking the currency icon.

8. Click the US Federal icon. The Salary Grade Table tab - Salary Grades USF

page (Figure 104) will expand.

¥ EE 11 Federal

Step Increment Type: I_ Q

B Save | S\ Retumnto Search | [=] hotify |

Special Accumulator: Q

Previous toh | | @iNexttoh | | Ekadd |

Hourly Factor:

UpdateDizplay | ] Include History | - EP Correct History |

Figure 104. Salary Grade Table tab expanded - Salary Grades USF page

Step Increment Type

Special Accumulator

Hourly Factor

9. Complete the fields as follows:

Enter the applicable information or select data by click-
ing the search icon.

Enter the applicable information or select data by click-
ing the search icon.

This field is populated.

10. Select the Salary Step Table tab. The Salary Step Table tab - Salary Grades USF

page (Figure 105) is displayed.
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[ Balary Grade Table | Salary Step Table

AD
o100
70

SetiD:
Salary Administration Plan:
Salary Grade:

AD

Step Rate Table
Effective Date: 01/03H1 988

Description: Admin determined

Hourly Rate

Biweekly Rate  Monthly Rate

Std Hrs \Wk: 40.00

Salary Basis: A Annl Basis

First [4] 1 o 1 (] Last

Status: Active

First 4 1.4 of 4 [ Last

Find

| g Al
Next Step Increment

Anhual Rate Weeks Days WGI

| Cr o=

[ zo9a.750

wietoo [ [ [0

[ 2201503

wataoon [ [ [0

11.147830

a91.81

B save I L\Return to Search | [=] matity I Previous tah

B
=
=

| 1,838.750

mzesoon [ [ [

Mext tab | Eraad | UpdateDizplay | El Include Histary | [EF Carrect Histary

Qb Gemddn Takln | Galan Otam Takla

Figure 105. Salary Step Table tab - Salary Gardes USF page
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11. Complete the fields as follows:

*Step

Federal Step

Hourly Rate

Biweekly Rate

Monthly Rate

Annual Rate

Next Step

Increment/Weeks

Next Step
Increment/Days

Next Step
Increments/WGI

Enter the applicable step.

Enter federal step that corresponds to each step value
entered.

Enter the hourly rate that corresponds to each step value
entered.

Enter the biweekly rate that corresponds to each step
value entered.

Enter the monthly rate that corresponds to each step
value entered.

Enter the annual rate that corresponds to each step value
entered.

Enter the number of weeks before the next step is effec-
tive.

Enter the number of days before the next WGI.

Enter the next step increments the next step to be effec-
tive.
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12. Click Save. This option will save the document. At this point the following options
are available:

Step Action

Click Return To To search for another Salary Grade.
Search

Click Previous Tab To revert to the previous tab.

Click Notify To notify the next individual in the workflow.
Click Add To add an additional SetID.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.
Click Correct History [ To correct hisotry for a Salary Grade.

Salary Limits

To enter Salary Limits:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Salary Limits component. The Find An Existing Value tab - ES Salary
Limits page (Figure 106) is displayed.

ES Salary Limits
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value Y Add a New value |

Search by: SetiD begins with|

Search |Advanced Search

Find an Existing Value | Add 2 New Value

Figure 106. Find An Existing Value tab - ES Salary Limits page

3. Complete the fields as follows:

Search By SetID Begins
With Enter the applicable information.

4. Click Search. The Senior Exec Sal Limit tab page (Figure 108) is displayed.
OR

Click Add A New Value. The Add A New Value tab - ES Salary Limits
page (Figure 107) is displayed.
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5. Complete the field as follows:

6. Click Add. The Senior Exec Sal Limit tab page (Figure 108) is displayed.

7.

ES Salary Limits

{ Eind an Existing Yalue | Add a New Value |

SeﬂD:I

Add

Find an Existing Yalue | Add a Mew value

Figure 107. Add A new Value tab - ES Salary Limits page

SetiD

Enter the SetID.
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{ Senior Exec Sal Limit

SetiD: 444194

Effective Date: |04 62008 1
Max/Annual: I

& Save | [Z] Motify |

Find First E 1af 1 |I| Last

FE

[Epadd | [5¥F Correct Histary

Figure 108. Senior Exec Sal Limit tab page

Complete the fields as follows:

*Effective Date

Max/Annual

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

Enter the applicable maximum annual salary limit for the
senior executives.
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8. Click Save. This option will save the document. At this point the following options
are available:

Step Action

Click Notify To notify the next individual in the workflow.

Click Add To add an additional Senior Executive Salary Limit.
Click Correct History [ To correct history for a Senior Executive Salary Limit.

Salary Plan

To enter a Salary Plan:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Salary Plan component. The Find An Existing Value tab - Salary Plan
page (Figure 109) is displayed.

Salary Plan
Enter amy infarmation you hawve and click Search. Leawe fields blank for a list of all walues.

J/ Find an Existing Value *{ Add a New Value

SetlD: [ begins with || Q
Salary Administration Plan:l hegins with LI |
Description: | heging with = |

[ Include History [~ Correct History [ Case Sensitive

Search | Clear |Elasi|: Search Save Search Criteria

Find an Existing Walue | Add & Mew Walue

Figure 109. Find an Existing Value tab - Salary Plan page

3. Complete the fields as follows:

SetID Enter the applicable information or select data by click-
ing the search icon.

Salary Administration

Plan Enter the applicable information.
Description Enter the applicable information.
Include History Check this box to include history.
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Correct History Check this box to correct history.

4. Click Search. The Salary Plan Table tab page (Figure 111) is displayed.
OR

Click Add A New Value. The Add a New Value tab - Salary Plan page (Figure 110) is
displayed.

Salary Plan

J Eind an Existing Value | Add a New Value |

SetiD: | Q

Salary Administration Plan: |

Add
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Find an Existing Yalue | Add a Mew Value

Figure 110. Add A New Value tab - Salary Plan page

5. Complete the field as follows:

SetiD Enter the SetID or select data by clicking the search icon.

Salary Administration
Plan Enter the applicable salary plan.

6. Click Add. The Salary Plan Table tab page (Figure 111) is displayed.

Salary Plan Table '
SetlD: a4 Salary Administration Plan: 1422 Business Units that use this Setid
i i Find First E 1 of 1 El Last
“Effective Date: 04/18/2008 [ Status: P ] 0 To Row| [+][=]
*Description: |
l— [” wage Progression Plan
Short Description: d g
*Standard Hours: 4n.aa Work Period: IF—' Q. Biweekly
Default Salary Matrix Code: Q
Default Rating Model:
Comparny: Q
Hourhy: IH QU Hourly ™ Auto Calculated Premium
Daily: ID @ paily Absorhing Premium: Q,
Monthhy: IM Q. Monthly Non-Ahsorbing Premium: Q
URL identifier: | Q
File Name: Add |
—r—

Figure 111. Salary Plan Table tab page
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7. Complete the fields as follows:

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inac-
tive.

*Description Enter the applicable description.

Short Description Enter the applicable short description.

Wage Progression Plan  Check this box if applicable.

*Standard Hours Enter the applicable number of standard hours for the
salary plan. (XXXXXXX.XX)

Work Period This field is populated. Select data by clicking the search
icon.

Work Period Alpha Description

Code

A Annual

B Biweekly

C Contract

D Daily

F Every Four Weeks

M Monthly

Q Quarterly

S Semi Monthly

W Weekly

Default Salary Matrix Enter the 5 position default salary matrix code or select a
Code data by clicking the search icon.

Dafault Rating Model This field is populated.

Company Enter the 2 position agency or select data by clicking the

search icon.
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8.

10.

11.

Hourly This field defaults to =.
Daily This field defaults to p.
Monthly This field defaults to M.

3

Auto Calculated Check this box if the premium is automatically calcu- B

Premimum lated. g

I

o

e

Absorbing Premium Enter the premium or select data by clicking the search .g

icon. P

=

D

»

Non-Absorbing Premium Enter the premium or select data by clicking the search 5

icon.

URL Identifier Enter the URL or select a data by clicking the search
icon.

Click Add. The Attach File page (Figure 112) is displayed to attach a file to the URL.

| Browse... |

Lpload | Cancel |

Figure 112. Attach File page

Click Browse and select a file name.

Click Upload to upload the file. The Salary Plan Table tab page is displayed.
OR

Click Cancel to return to the Salary Plan Table tab page without attaching a file.

Long Description Enter the long description of the attached file.

Click US Federal to expand the Salary Plan Table tab page (Figure 113).
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* B ys Faderal

Geographic Scope of Plan: I Local Rate vl Salary |A_Q
Basis:
Next Scheduled Pay | El

Adjustment:

Figure 113. US Federal page

12. Complete the fields as follows:

Geographic Scope of

Plan Enter the scope for the salary plan. The valid values are:

Geographic Scope Valid Values

Local Rate

Nat’l Rate

Reg Rate

World Rate

Salary Basis Enter the 1 position salary base. The valid values are as
follows:

Salary Basis Valid Description

Values:

A Annual Basis

B Biweekly Basis

D Daily Basis

H Hourly Basis

M Monthly Basis

Next Scheduled Pay Enter the date for the next scheduled pay adjustment or

Adjustment select a date from the calendar icon.

13. Click Save. This option will save the document. At this point the following options
are available:

Step Action
Click Notify To notify the next individual in the workflow.
Click Add To add an additional Senior Executive Salary Limit.

Click Correct History | To correct history for a Senior Executive Salary Limit.

Click Include History [ To correct history for a Senior Executive Salary Limit.
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Sub-Agency

To enter Sub-Agency information:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Sub-Agency component. The Find An Existing Value tab - Sub-Agency
page (Figure 114) is displayed.

njub-Agency

Enter any information you have and click Search. Leave fields blank far a list of all values.

[ Find an Existing Value '\ Add a Mew Walue

Search by: |Agenw vl begin with |

I Include History [ Correct History
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Search |Advanced Search

Find an Existing Value | Add a MewValue

Figure 114. Find An Existing Value tab - Sub-Agency page

3. Complete the field as follows:

Search By Enter the applicable information for the search. The valid
values are Agency, Description, and Sub-Agency.

Begins With Enter the information that corresponds to the Search By
value.

4. Click Search. The Sub-Agency Table page (Figure 115) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Sub-Agency Table
page (Figure 115) is displayed.

113



Title 1, Chapter 17, Section 3
EmpowHR - Version 9.0

Sub-Agency

| Eind an Existing Yalue | Add a New Value

Agency: IK Q

Sub-Agency: I_

Add

Find an Existing Value | Add a Mew Value

Figure 115. Add A New Value tab - Sub-Agency page

5. Complete the fields as follows:

Agency Enter the agency (2 position department code) or search
data by clicking the search icon.

Sub-Agency Enter the sub-agency (2 position alpha/numeric agency
code).

6. Click Add. The Sub-Agency Table tab page (Figure 116) is displayed.

Sub-Agency Table
Compamny: AG Department of Agriculture
Sub-Agency: 80

Find | View sl First 4 1 o 1 [ Last

*Effective Date: IU1 211980 [ +Status as of Effective Date: | Freeze :I' =

¥ Report CPDF
Long: |0fﬂce of ChiefFinancial Officer
*Description: |0fﬂce of Chief Financial Offr Abbreviation: |OCFO
& save | L\ Return to Search | [=] Motify | B Acd | UpdateDisplay | 4] Include Histary | [E# Correct History

Figure 116. Sub-Agency Table tab page

7. Complete the fields as follows:
Company This field is populated with the department 2 position

acronym and the narrative name.

Sub-Agency This field is populated with the 2 position agency code.
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*Effective Date

*Status As Of Effective
Date

Report CPDF

Long

*Description

Abbreviation

The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze , and Inactive .

Check this box if applicable.

Enter the long name for the sub-agency.

Enter the description of the sub-agency.
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Enter the abbreviation for the sub-agency.

8. Click Save. This option will save the document. At this point the following options

are available:

Step Action

Click Return To To search for Sub-Agency Table information.
Search

Click Notify To notify the next individual in the workflow.
Click Add To add city information.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for Sub-Agency information.

Tree Manager

To enter Tree Manager information:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Tree Manager component. The Find An Existing Value tab - Tree Manager
page (Figure 117) is displayed.
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Tree Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Tree ' Create New Tree |

Search by: |Tree Mame | begins with |

Search |Aduanced Search

Find an Existing Tree | Create Mew Tree

Figure 117. Find An Existing Tree tab - Tree Manager page

3. Complete the fields as follows:

Search By Enter the applicable information for the search. The valid
values are as follows:

Search By Valid Values
Tree Name
Category
Description
Detail Field
Effective Date
Node Field

Set Control Value
Set ID

Tree Branch
Tree Name

Tree Structure ID
Valid Tree

Begins With Enter the information that corresponds to the Search By
value.

4. Click Search. The Tree Definition and Properties page (Figure 119) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Tree Manager page (Figure 118)
is displayed.
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Tree Manager

J Find an Existing Tree | Create New Tree |

Tree Name:|

Add

Find an Existing Tree | Create Mew Tree

Figure 118. Create A New Tree tab - Tree Manager page

5. Complete the field as follows:

Tree Name Enter the applicable name.

6. Click Add. The Tree Definition and Properties page (Figure 119) is displayed.

Tree Definition and Properties

“Tree Name: |1234525632

*Structure ID: | Q

‘Effective Date:  [04717/2008 [ sstatus: [Actve =]

*Description: I

*Categony: |DEFAULT Q,

" Performance Options
«Use of Levels: | Biriclly Enfarced H Fetformarnce Options

" all Detail Values in this Tree Node Count: 0
[ Allowe Duplicate Detail Values
Leaf Count: i}
Level Count: i}

Branch Count: ]

Ok | Feturn to Searchl

Figure 119. Tree Definition And Properties page

7. Complete the fields as follows:

*Tree Name Enter the alpha/numeric tree name.

*Structure ID Enter the structure or select data by clicking the search

icon.
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*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze , and Inactive.

*Description Enter the applicable description.

*Category Enter the category or select data by clicking the search
icon.

*Use Of Levels Enter the category or select data by clicking the search

icon. The valid values are Strictly Enforced,
Loosely Enforced, and Level Not used.

All Detail Values In This
Tree Check this box if applicable.

Allow Duplicate Detail
Values Check this box if applicable.

8. Click OK to save the data.
OR

Click Return To Search to search for another Tree Manager.

9. Click the Performance Options link. The Performance Options page (Figure 120) is
displayed.
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‘erformance Options

Tree Name: 1234525632
" Use Literal Values
" Suh.SELECT Tree Selector

" Join to Tree Selector
{* Use Application Defaults

¥ Static Selector
" Dynamic Selectors

” Single Yalues
*' Range of Values (>=...<=)

ok | Close |

" Range of Values (BETWEEN)

¥ Use All Tree Keys (Default)
" Use Not Empty Tree Keys
" Use This Audit Only In Batch

¥ Send Tree Change Message

" pon't send Tree Change Message
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Figure 120. Performance Options page

10. Complete the fields as follows:

Use Literal Values

Sub-SELECT Tree
Selector

Join To Tree Selector

Use Application Defaults

Static Selector

Dynamic Selectors

Single Values

Range Of Values (>=..<=)

Range Of Values
(BETWEEN)

Check this box if applicable.

Check this box if applicable.

Check this box if applicable.

Check this checked. Check an alternate box if applicable.

Check this checked. Check an alternate box if applicable.

Check this box if applicable.

Check this box if applicable.

Check this checked. Check an alternate box if applicable.

Check this box if applicable.
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Use All Tree Keys
(Default) Check this checked. Check an alternate box if applicable.

Use Not Empty Tree
Keys Check this box if applicable.

Use This Audit Only In

Batch Check this box if applicable.
Send Tree Change
Message Check this checked. Check an alternate box if applicable.

Don’t Send Tree Change
Message Check this box if applicable.

11. Click OK. The Tree Definition And Properties page (Figure 119) is displayed.
OR
Click Cancel. The Tree Definition And Properties page (Figure 119) is displayed.

12. Click Save. This option will save the document.
OR

Click Return To Search to search for Sub-Agency Table information.

Unions USF

Use the Union Table to define codes and record data for unions to which agency employees
belong. The agency might need information on union employees for collective bargaining
agreement, negotiations, grievance tracking, or pay step increases.

This section discusses how to:
e Set up general union details.
e Enter bargaining unit address information.
e Enter bargaining unit contact details.
e Enter bargaining unit partnership and steward data.
e Enter additional bargaining unit contact information.

e Enter allowable earnings codes for boarding unit members.
To add or modify a Union USF:
1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Unions USF component. The Find An Existing Value tab - Unions USF
page(Figure 121) is displayed.
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Unions USF

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a New Yalug |

Ayency: |begins Withj| Q
Bargaining Unit: | begins with = | | Q
Union Code: | begins with v ||

™ Include History [ Correct History

gearch | Clear |E|asic Search Save Search Criteria

Find an Existing Walue | Add a Mew Yalue

Figure 121. Find An Existing Value tab - Unions USF page
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3. Complete the fields as follows:

Agency Enter the agency or select data by clicking the search
icon.

Bargaining Unit Enter the bargaining unit or select data by clicking the
search icon.

Union Code Enter the union code or select data by clicking the search
icon.

4. Click Search. The Union Address tab - Union USF page (Figure 122) is displayed.
OR

Click Add A New Value. The Add A New Value tab - Union USF page (Figure 122) is
displayed.

Unions USF

J/ Eind an Existing Value )/ Add a New Value |

Agency: I o}
Bargaining Un'rl:l a,

Union Code: I

Add

Find an Existing Yalue | Add a New Yalue

Figure 122. Add A New Value tab - Unions USF page

5. Complete the field as follows:
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Agency Enter the agency to be added or select data by clicking
the search icon.

Bargaining Unit Enter the bargaining unit to be added or select data by
clicking the search icon.

Union Code Enter the applicable code.

6. Click Add. The Union Address tab - Union USF page (Figure 123) is displayed.

[ Union Address ' Contact | PartnenSteward | Union Agreement §” Eamings Codes |,

Agency AG Department of Agriculture

Bargaining Unit: 8888 Ineligible to Join

Linion Information

Union Code: 223

*Effective Date: 04/1712008 e *Status: mve v =
Union Scope: j‘
Union Affiliate: :I'

LMR Hours: o Fax Number:
*Description: I
Short Description:
Country Union Contact/ Contract Info
& save | Frevious tab | | =0 Next tab Bk s | UpdsteDizplay | & Ir

Uninn Adrress | Confact | PafnerSteward | Uninn Anrerment | Farninns Codes

Figure 123. Union Address tab - Union USF page

7. Complete the fields as follows:

Agency This field is populated with the 2 position department
code and the narrative name of the department.

Bargaining Unit This field is populated with the 4 position bargaining unit
and the narrative name of the unit.

Union Code This field is populated with the 3 position union code.

*Effective Date The effective date defaults to the current date. This is the
date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze , and Inactive.
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Union Scope Enter the union scope or select data from the drop-down
list. The valid values are Internatl, Local, National, and
Regional .

Union Affiliate Enter the union affiliate type or select data from the drop-

down list. The valid values are as follows:

Union Affiliate Valid Values g
AFGE 3
AFL—CIO =
AFSME 3’,
(1]
Independent _g
NAFFE —
Q
NTEU o
Other 2
T
S

LMR (Labor Management Enter the labor management relations training hours
Relations) Hours required for union members or other personnel when the
information should be tracked.

*Description Enter the description.
Short Description Enter the short description.
Fax Number Enter the FAX number for the union.

Click the Country link. The Union Address Information page (Figure 124) is
displayed.

Union Address Information

Country: |USA QL United States

Address: Edit Address

Phone: |

Ok | Cancel |

Figure 124. Union Address Information page
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9. Complete the fields as follows:

Country

Address

Phone

This field defaults to USA. Change data by clicking the
search icon.

This field is populated when an address is previously
added.

Enter the Phone Number.

10. Click OK. The Union Address page (Figure 123) is displayed.

OR

Click Cancel to cancel the action. The Union Address page (Figure 123) is displayed.

11. Click the Edit Address link. The Edit Address page (Figure 125) is displayed.

kit Address

Country: United States

Change Country

Address 1:

RAddress 2:

City:

State: | Q Pustal:l

|
|
Address 3: |
|
|

County:

Ok | Cancel|

Figure 125. Edit Address page

12. Complete the fields as follows:

Country

Address 1

Address 2

Address 3

City

State

This field is populated.

Edit the first line of the address.

Edit the second line of the address if applicable.

Edit the third line of the address if applicable.

Edit the city.

Edit the state or select data by clicking the search icon.
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Postal Edit the zip code.

County Edit the county.

13. Click OK. The information is saved. The Union Address Information
page (Figure 123) is displayed.
OR
Click the Change Country link. The Change Country page is displayed.
OR

Click Cancel the original information is shown. The Union Address Information
page(Figure 123) is displayed.

14. Click OK on the Union Address Information page. The Union Address
page (Figure 123) is displayed.
OR
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Click Cancel the original information is shown. The Union Address page (Figure 123)
is displayed.

15. Click the Union Contact/Contract Info link. The Contact And Contract Info
page (Figure 126) is displayed.

*ontact and Contract Info

Contact Hame: |

Union Steward: |

Contract Begin Date: I El Contract End Date: I 5]

*Life Insurance: [RIE) hd Retirement Pickup Percent: | 5.00

*Disahility Insurance: I Covered vl SDI Administration Percent: I
*Tuition Limit: I 124 vl Callback Minimum Hours: I

Vacation Plan: I Callback Factor: I_
Sick Leave Plan; I I FICA Pickup
ok | cancel |

Figure 126. Contact And Contract Info page

16. Complete the fields as follows:

Contact Name Enter the contact number for the bargaining unit.

Union Steward Enter the union steward’s name.
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Contract Begin Date

Contract End Date

*Life Insurance

*Disability Insurance

*Tuition Limit
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Enter the date the contract begins or select a date from
the calendar icon.

Enter the date the contract ends or select a date from the
calendar icon.

Click the drop-down list to select the type of life insur-
ance offered.

Click the drop-down list to select the type of disability
insurance offered. The valid values are Covered, Cov
<1/1/80, and N/A.

Indicate the maximum amount of tuition provided each
bargaining union member if any. Enter the applicable
limit for tuition dollars or select data from the drop-down
list. The valid values are:

Tuition Limit Valid Values

$100

$125

$373.33

None

Vacation Plan

Sick Leave Plan

Retirement Pickup
Percent

SDI (State Disability
Percent) Administration
Percent

Callback Minimum Hours

Callback Factor

Enter the vacation plan that this union offers to its mem-
bers.

Enter the applicable sick leave plan that the union offers
to its memters.

Enter the applicable percent (XX.XX)

Enter the percent (XX.XX) paid to the state disability
insurance.

Enter the callback minimum hours per day for which bar-
gaining unit members get paid if they are called to a job.

Enter the rate at which the bargaining unit member are
paid if they are called to a job.
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FICA Pickup Check this box if applicable.

17. Click OK on the Contact and Contract Info page. The Union Address
page (Figure 123) is displayed.
OR

Click Cancel the original information is shown. The Union Address page (Figure 123)
is displayed.

18. Select the the Contact tab. The Contact tab - Union USF page (Figure 127) is
displayed.

[ Union Address | Contact Y FannenSteward | Union Agreement | Earnings Codes |,

Agency AG Department of Agriculture

Bargaining Unit: g888 Ineligible to Join
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Union Code: 222
First [4] 1 of 1 ] Last
Effective Date: 04/17/2008 Status:  Active =
'Contact Information Find | Wiew All First (4] 1 of 1 [ Last
*Union Contact Number: I *Status: IActive :I' =l
*Contact Hame: |
*Union Title: I

Primary Phone: I
Alternate Phone: I
Fax Humber: I

B save Previous tak | (=% Mext tab | Eradd | UpdateDisplay | ] Include History

Union Address | Contact | PatnerSteward | Union Agreement | Earnings Codes

Figure 127. Contact tab - Union USF page

19. Complete the fields as follows:

Agency This field is populated.
Bargaining Unit This field is populated.
Union Code This field is populated.
Effective Date This field is populated.
Status This field is populated.

*Union Contract Number Enter the contract number.
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*Status This field is populated based on the status of the transac-

tion. The valid values are Active, Freeze and Inactive .

*Contact Name Enter the contact name for the union.

*Union Title Enter the title of the contact.

Primary Phone Enter the phone of the union contact.

Alternate Phone Enter the alternate phone number of the union contact.

Fax Number Enter the fax number of the union contact.

20. Click the Partner/Steward tab. The Partner Steward tab - Union USF
page (Figure 128) is displayed.

I Union Address " Contact ) Partner/Steward | Union Agreement | Eamings Codes |,

Agency AG Department of Agriculture

Bargaining Unit: ooes Ineligible to Join

Union Code: 222
First (4 1 of 1 [F] Last
Effective Date; 0411772008 Status: Artive =
Union Type: I j' Date Union Recognized: I E‘]
I” Partnership Council Partnership Council Date: |
I Partnership Agreement Partnership Agreement Date: | ]
Find | First E 1 of 1 El Last
*Union Steward Number:l *Status: I"\C”“'e = =
*Union Steward: I
*Union Title: I
Primary Phone: I Alt Phone: | Fax: |

Bl Save Previous tabl (=% Mext tah | s & | UpdateIDispIayI A2 Include +

LUnion Address | Contact | PartnerSteward | Union Adreement | Earnings Codes

Figure 128. Partner/Steward tab - Union USF page

21. Complete the fields as follows:

Agency This field is populated.

Bargaining Unit This field is populated.
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Union Code

Effective Date

Status

Union Type

Date Union Recognized

Partnership Council

Partnership Agreement

Partnership Council Date

Partnership Agreement
Date

*Status

*Union Steward Number

*Union Steward

*Union Title

Primary Phone

Alt Phone

This field is populated.

This field is populated.

This field is populated.

Enter the type of union. The valid values are Fed Gowt,
Other , Private , and Public .

Enter the date the union was recognized or select a date
from the calendar icon.
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Check the box if the union is a member of a partnership
council.

Check the box if this union has entered into a partnership
agreement.

If the union is or will be a member of a partnership coun-
cil, enter the date this event is effective or select a date
from the calendar icon.

If this union is or will enter into a partnership agreement,
enter the date or select a date from the calendar icon.

This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inactive .

Enter the union steward number.

Enter the union steward name.

Enter the union steward title.

Enter the primary phone number of the union steward.

Enter the alternate phone number of the union steward.
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Fax Enter the fax number of the union steward.

22. Click the Union Agreement tab. The Union Agreement tab - Union USF
page (Figure 129) is displayed.

/ Union Address } Contact ) ParnerSteward | Union Agreement % Eamings Codes |

Agency AG Department of Agriculture
Bargaining Unit: 8888 Ineligible to Join

Union Code: 222
Union Effective date Find [view sl  First [ 4 o 1 [F] Last
Effective Date: 04M7/2008  Status: Active =
Comment: ;I
=l

E Save Previous tak Mext tak

Estdd | UpdateDisplay | 2] Include Histary | E3
WUnion Address | Contact | PartnerStevvard | Union Agreement | Earnings Codes

Figure 129. Union Agreement page

23. Complete the fields as follows:

Agency This field is populated.

Bargaining Unit This field is populated.

Union Code This field is populated.

Effective Date This field is populated.

Status This field is populated.

Comment Enter any union agreement comments.

24. Click the Earnings Codes tab. The Earnings Code tab - Union USF page (Figure 130)
is displayed.
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/ Union Address | Contact | ParinenSteward | Union Agreement | Earnings Codes |

Agency AG Depattment of Agriculture

Bargaining Unit: 8888  Ineligible to Join

First (4] 1 of 1 [ Last
Union Code: 123
Effective Date: 041182008 Status: Active =
Earnings Code Find | Wiew All Firat (4] 4 of 1 ] Last
*Compam:  *Pay Group: EarnPgm: ‘Earnings Code: =
e [Ta [a

Figure 130. Union Agreement tab - Union USF page

25. Complete the fields as follows:

*Company Enter the company (department code) or select data by
clicking the search icon.
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*Pay Group Enter the pay group (agency) or select data by clicking
the search icon.

*Earnings Code Enter the 3 position earnings code or select data by click-
ing the search icon.

26. Click Save. This option will save the document. At this point the following options
are available:

Step Action
Click Previous Tab To display the previous tab.
Click Add To add an additional Union USF.

Click Update/Display | To clear the display.

Click Include History | To include the data entered into history.

Click Correct History [ To correct history for a Union USF.

Union Dues Table

To enter a Union Dues Table:

1. Select the EmpowHR Setup Tables (HD) menu group.

2. Select the Union Dues Table component. The Find An Existing Value tab - Union
Dues Table page (Figure 131) is displayed.
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Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Union Code: |begins with ;“

Business Un'rt:l hegins with LI |

Description: |begins withLH

" case Sensitive

Search | Clear |Elasic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue

Figure 131. Find An Existing Value tab - Union Dues Table page

3. Complete the fields as follows:

Union Code: Begins With Enter the union code.

Business Unit: Begins
With Enter the business unit.

Description Enter the description.

4. Click Search. The Union Dues Table tab page (Figure 132) is displayed.
OR

Click Clear to clear the entry. The Union Dues Table page (Figure 131) is displayed.

5. Click Add A New Value. The Add A New Value tab - Union Dues Table
page (Figure 132) is displayed.

Union Dues Table

| Eind an Existing Yalue | Add a New Value

Union Code: I
Business Unil:l

Add

Find an Existing Yalue | Add & Mew Value

Figure 132. Add A New Value tab - Union Dues Table page
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6. Complete the fields as follows:

Union Code Enter the union code to be added.

Business Unit Enter the business unit to be added.

7. Click Add. The Union Dues Table tab page (Figure 133) is displayed.

3

T

| Union Dues Table g
Union Code 523 Business Unit 77777 I
Union Information ind First [4] 4 o 1 [F] Last X
“Effective Date 041742008 | status [Feve =] = %
Description I Short Description l— E

T

Country [a in City Limit [ o
Address Line 1 | E
Address Line 2 | 8
AddressLine3 | ’i

City [ State | Q Postal Code | o

N

Contact Name |

Telephone |

minimum amount [ DeductionLimiamt [ DeductionLimnpet [ |
Tuition Limit =

Bank ID I— Account® I— Account Type I—Ll
EIN Federal 1

Union Steward |
- — - P e

Figure 133. Union Dues Table page

8. Complete the fields as follows:

Union Code This field is populated.
Business Unit This field is populated.
*Effective Date The effective date defaults to the current date. This is the

date on which a table row becomes effective; the date
that an action begins. This date also determines when the
user can view and/or change the information. Enter a date
or select a date from the calendar icon.

*Status This field is populated based on the status of the transac-
tion. The valid values are Active, Freeze and Inactive .

Description Enter the description of the union dues.

Short Description Enter the short description of the union dues.
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Country

Address Line 1

Address Line 2

Address Line 3

City

State

Postal Code

Contact Name

Telephone

Mimimum Amount

Deduction Limit Amt

Deduction Limit Pct

Tuition Limit
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Enter the country or search data by clicking the search
icon.

Enter the first line of the address.

Enter the second line of the address if applicable.

Enter the third line of the address if applicable.

Enter the city.

Enter the state or select data by clicking the search icon.

Enter the zip code.

Enter the union or bargaining units contact name for the
union dues.

Enter the telephone number of the contact.

Enter the minimum amount of union dues to be paid.

Enter the deduction limit amount of union dues.

Enter the deduction limit percent.

Enter the tuition limit amount. The valid values are:

Tuition Limit Valid Values

$100

$125

$373.33

None

Bank ID

Account #

Enter the bank ID number where the union dues is depos-
ited.

Enter the bank account number for the bank ID where the
union dues is deposited.
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Account Type

Enter the type of bank account for the deposit. The valid
values are listed below.

Account Type Valid Values

Checking

Expense

Health

Issue Chk

Liability

N/A

Savings

EIN Federal

Union Steward

Begin Date

End Date

Ret Pkup %

Certified

Enter the employee identification number.

Enter the union steward’s name.
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Enter the union dues begin date or select a date from the
calendar icon.

Enter the union dues end date or select a date from the
calendar icon.

Enter the applicable percent.

This box is checked.

9. Click Save. This option will save the document. At this point the following options

are available:

Step

Action

Click Refresh

To refresh the page.

Click Add

To add an additional Union Dues Table.

Click Update/Display

To clear the display.

Click Include History

To include the data entered into history.

Click Correct History

To correct history for a Union Dues Table.
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